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Foreword • 



This document is the product of ,a 6-year joint affort by tl\e National Crater fop€ducation • 
Statistics (NCES) and. tbe National Center for Higher Edutation Management Systems 
(NCHEMS) at WICHE. An NCES-funded contractual arrangement guided the first 2 years; 

^hereafter, both organizations collaborated on an informal, basis. This is the sixth version* of a 
rnapual originally published by botkiJSlCHEMS and UC^S A Manual for Manpower Account- 
ing in' Higher Education with NCHEMS designating it as Technical StudV No. 39, aacl NCES 

^appending a sub-title of "Preliminary Edition". The'"Acknowledgements" in that Prelmiinary 
Edition, .by its author and NCHEIVJS project direct. Dr. John Minter, is inpludecf in this 

^publication as appendix D. It describes the procedures under which the Preliminary Edition is 
written and gives credit to' contributors. Their contributions are a significant'influence in this 
restructured Mawwa/. ^ • - 

The first aSe of the original.Aiaww/ (ixj^the Higher Education General Information Survey In 
^^1972-'^3) jdqatified a number of problems tfnd prompt^ further review of the docoment. A 
committee assembled 'by the American Council on Education, witRVepresentation from the 
National Assoctatiojo^of Coirege and University Business Offices/aft'er reviewing Manual and 
its Jntended use, prepared a report, yvfiich; together with comments received fr:om other repre- 
sentatlv,es of.'the higher education community and experience gained through Implementation 
activitieiofNCH E^S, formed the basis for many of the major changes in Manual • • 

Assembiln^'all the comments, Dennis Jonei of NCHEMS and Theodore Drews of NCES colla- 
borated in rewriting of \\\^ Manual, whicji version received still another fiefd review. While most 
appreciative of the comments and efforts by persqn§ and agencies outside NCES and NCHEMS, 
we must stress that this Manual js the product and responsibility of the 2 orgaryzations, with the 
authors assuming responsibility f6r accuracy arid presentation. ' ' , 

In the interest of economy, and awareness that even the slightest changes in wor^ling might raisg^ 
questions of intended meaning, NCES has utilized the NCHEMSredited and photo^siffeet'cSpy 
fpr the main body of M&nual\HZ^% assumes no resporTsibility Torjjylistie^^/^ 
grammatical aspects of this work. . , , 




This version of \\\^anual is also cmreDt^rln distributiotuas NCHEMS- TechnicakReport 
N^o, 84. As with other suchpublicatrOr^^ and NCHEI\|(s vvi^l continue to welcome com- 
ment on the Afa»tta/^jcontgnt^nd utilization. In^ievwof cur^it^pid developroent and chaqge 
^n^ostsecgndaiy^ucation data- systems, it 4s expected thatthe process of revision and (m- 
lent will continue uninterrupted. - * - ' . • , _ 
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Introduction 



A. Manpower as a R.esource 

l^artpower-tf^e combined skills, capabilities, and 
sensibilities, of individual human belngs-repre- 

^ sents a resource that is fundaniental to the opera- 
tions of all prqanizations. To be sure, mahpower 
resources are in marry ways different from financial 
resources and from physical resources such as" 
buildings and pieces of equipment. Human beings 
possess many unique and special qualities that have 
no counterparts irf other types of resource^. Many 
* of these special qualities are difficult, if not impos* 
sible, to measttVe or even to describe in any satis- 
factory way. Because of these unique qualities of 
manpower* resources, their value fo an organization 
may b.e difficult to ex-press in conventional ejpo- 
, nbmic terms'- or ^ta quantify otherwise. These 

•Itriking differences do not, ho\/vever, negate the 
legitimacy of considering manpower a form of 

. resource. Neither should* they obscure" som^ basic 
sinnilarities between manpower and other typesbof 

• resources, nor should they -sep/e ds an excuse to • 
avoid all attempts at developing some quantitative 
naeasyres of the manpower resource. (The' basic 
Similarities are being recognized most explicitly by 
economists in considering lafaor-manpWer-as. 
one of the basic f&ctors of production.) 

I To institutions of postsepondary education,^ 
manpower represents an especially- important type 
^ pf jesource-especially important in several ways. 

' Manpower resources are important^ because insti- 
tutions of postsecondary education typically 
depend more heavily On them, than on other types 
of resources for accomplishing th^r purposes: Tha^ 
fulfillment of the responsibjUties assigned'to these 
institution's by our socie^^ (the creation and 
dissemination of kr1owl6dge) is dependent brl 

^ * instructional* and r^arch proces§ps that, by their 
very nature, utilize large anribUnts of^ human 
resources. The e^ttent of'.the 'del^nderlce of post- 

♦ secondary education's productive processes on 
- manpower ^e$ourQes^ is dramatized by data indi- 
cating that, at the average institution, almost 75 

^percent of the expenditures. are for, wages, salaries. 



and associated fringe benefits. In short; the; pre- 
ponderance of expenditures at the* typical jnsti- 
tution are directed toward the acquiSitfen of the 
necessary manpower resources. 'Admittedly this 
situation is not untversaliy irue. It is possible to 
substitute one resource for anothjer (such as the 
classic example of the substitution Of capital— 
equipment-for- labor, or manpower) and thereby 
devote relatively less or more* to the acquisition of 
personnel resources. While 'feuch substitutions can 
be rnade, they generally are not made in education. 
With few exceptions postsecondary education 
remains a labor-intensive (or manpower-intensive) 
industry. ' r , ♦ ' 

The importance of manpower resources to 
institutions o)f postsecondary educatioh, however, 
is recognized as extending well beyond a sigoifi- 
cance expressed in financial terms. The academic 
processes of these institutions cannot be carried, 
on with just any man'tiower resources. The man- 
power' resources required are, for x\\e large part, 
individuals with _very ^ special kinds of - skills, 
interests, and attitudes. Without individO'^ls who 
are both intellectually qualified and tempera- 
mentally disposed toward teaching, the/instruc- 
tiqnal prbcesj ceases to1[i^ction efffectively, With^- 
out individaaisjwho are^b^th inteHectudlly quali- 
fied hnd personally interred in scholarly pursuits, 
there is no research. While .ther^ are differing 
opinions concerning the qugntity of manppwer 
resgurces required for the satisfactory (or optimal) 
conddct of these processes/ there is much less 
disagreement on the point, that manpower 
resources with certain special characteristics are 
required. Substitution of other types of manpower 
resources, Vegardle^ss of the financial cost or 
savings, wHI not result in an acceptable result. It 
is this fact, 'not the preponderance of financial 
resources devoted to the acquisition of mahpower 
resources, that makes these resources of critical 
importance to institutions of postsecondary 
education. . . - ^ 



B, The Importance of Managing the 
Manpower Resource 

•In an^organizatian pr industry in which a single 
type OT resource or ''factor of procluotion" 
accoVpts for 75 percent of the annual expendi- 
tures, prudent management requires tKat particu- 

[1^r attention »be devoted to the acquisition and 
utilization of jjf^t resource. It is alq^ost axiomatic 
in postsecondary education that the keV to finan- 
cial control is the control of expenditures on man- 
power resources. To sure, the cost incurred in' 
acquiring manpower resources by' itself could 
justify an emphasis on managing the n^anpower 
resources in.arv institution of postseqqndary educa- 
tiofL ja the finaU analysis, however, the require- 
ment for management of. manpower resources in 
educational enterprises is determined by many 
•adcJitionai factors also. ' * 

Primary among these factors is the dependence 
on manpower resources "for achieving the program- 
matic objectives of the institution. As.noted above, 
people are the main avenues through which the^ 
acaderf)ic ^objectives ©f an ins'titution are accom- 
plished? As.a result,* there is a direct anpi strong 
relationship* between the managerial decision 
regarding the allocation of* manpower resouFces 
and the achievement of academic objectives. Thus,* 
the allocation of manpower resources to specific 
progranns or activities is a crucial; managerial 

^decision; it i<s also a difficult managerial decision. 
'Most employees Of an institution are qualified, ip" 
greater or lesser degrees, to undertake a variety of 
activities. Most faculty. nr\embers can teach inter- 
mediate, or advanced courses in additi6n to the 
mpre elementary courses. Similarly, mosf faculty 
members who* are heavily engaged in research 

^activities are also* capable ^of, and interested in, 
doing some^eaching. In rfiany colleges, individuals 
whose primary responsibilities are afjmjnistrative 
also teach as a^ result of either institutionjal policy 
or preference. 

Just because irrdividuals can undertake a 
variety^of activities; however, does not mean^that 
they eithpr want to or are equally acjjept at the full 
range, df activrties. Some indij^iduals are better 
teachers thpn researchers; others are better admin- 
istrators th^n teachersr. In order to maximize' the 
• effectiveness of an institution, or a program^within 



.an institution, ►the manager* must atte/npt to alio- 
/ cate manpower resources so that mdividuals will 
be assigned to those Sctivitfeslhey are best a^le^to 
" perform.. Program or ifistitutiortll managers, how* ' 
^ver, are not unconstrained in their decision^con- 
cerning Allocation of manpower resources. As 
individuals,' as' human beings, the people who 
'Collectively, constitute an institution's manpower 
resources have preferences as to the activities they 
\ want to perform.. Sorpe prefer to teach, others to 
involve themselves in research .activities. Unfor- 
tunately, capabilities and preferences' do' not 
invariably ^coincidef In overriding preferelnces In 
'th e* fj ursult' Of institutional efficiency or effec- 
tiveness, the gianager also incurs some costs. In 
summary, the manageriJal decision concernitig 
allocation of manpower resources not only alfedts 
the extent to which programmatic objejClives are' 
/eached and the resulting quantity and quality of 
^ programnnatic outcomes but it aj||o affects people * 
in a very personal way^h is crucial th^t thf man.-" 
powet resources managed well— and- with 



sensitivity. * 
- • 

C. . Jnfomnation About Manpower Resources * 

* The; fundamental importance of manf)ower 
respurces tp the conduct of th^ activities of a 
postslecondary "education institution .creates ah * 
unavoidable need for information about those 
'resources. ^Vithih the institution, data are^needed 
to .employ an individual, generate a paychieck, 
puWish a telephone directory, assign teachers to 
classes, apd for innumerable* other purposes. U^rs 
exierrfal to the institution also have needs for man- 

% power resource data-to support accreditation / 
reviews, to calculate the amount of resources to be 
appropriated, tp operate pension programs, and to 
serve'many other purposes. In short, a multitude of 
users, both internal and externaf to institutions, 
have understandable needs^for a wide variety of 
data about employees and the manpower resourc\^s^* 
of postsecondary education institytiqns. Because, 
-the specific requirements for*such information are 
potentially' so nufneVousr, varied, "and discrete,* it is 
often difficult to see the forest instead of th^ 

, trees-to maintain perspective about personnel data 
and to approach the probljems associated therewith 
ma consistent fashion, . r 



'I 

fn this regard, .a r^cognifien of the "basic 
distinction beltween what rhight lDe termed pe/«- 
Sonne/ data*and manpovver resource data js cruciaL 
On one hahjl, institutions necessarfly maintain an 

"array of in^ormatil^ about specific indiv.iduals, 
their .characteristics, their performance, an'd/their 
contributions to their professi Jn"*' and the insti- 
tutron..for example, institutions -typically main- 
tain such data as' name, address^ social securi^yj 
number, tithe and rank,, employment anb e9uca- 

> tional histo/ies, records ©.f pei-iodic evaluation and 
promotions, salary 5nd.be;nefit data, listings of 
publicfations, sex,' age, race, marital st^atusj- citizen- 

^sbip, and -other items that pertain personally and 
individually to en^ployees of the institution. Such 

•da^^are typically-maintained m a personnel office 
with ;a part of "them generally rnechanized, pac- 
ticularly. thosa that'are used in the fJayroll func- 
tion. Ih addition, howevet,^here is also need of 

^date"' about the*, manpower resource these indivi- 
duals ropre^t. Ratfjer-'than focusing on .those' 
data itenis most important ^in distinguishing 

"between Individuals and that describe their Jmque, 
personal characfteristics. manpowerTfisouroe data is 
concerned with the nature, amount, and us^of the^ 
a$set or resource that these irrdi^iduals/epresent. ' 
In this regard, rpalntenance of t\\e individual's 
idenfityjs not the ob|ecti\fe,* description of the. 
interrelationships betwe^en" nxanpower resources 
and the employment' settihg^ take precedence. 

Effective mana'gennent jof an institution 
deman^rthat both types of data-that is/perscJnnel 
and manpower res.our^e-be regularly maintained. 
The scope of thi^s Manual, hrpwever, is limited to a 
consideration of only manpoVver resource data. 'It 
K refcoQnized that in establishing a system of 
records! witJ^in an institution, it would be custo- 
mary and appropriate to establisTi first that portioi;i* 
'of the system relating to the perso^nal character- 
istics of the individuaP-^employees (personner ^nd 
payroll systems). The fact that this Manual deals 
only with manpower resource data should not be * 
taken as an indication of relative importance of the 
two • major kineh^ of data about employees;, it 
j-eflects • only an assessment ^ of the currently, 
greatest Qeed. In order to conduct their day,- to-day J 
affairs, institutions have had to develop at least a 
mafginally acceptable personnel system. Observa- 



tion and experience indicate that the institutional 
capacity to acquire' and u^e manp^er resource 
xima is considerably less well developed,'* m spite of 
Khe fac\ that',manpower^ respurfce dqta at^ those 
most relevant' in the conte^^t^of planning fnd 
^ accountability-^nd^fJius the subject of much o*f 
the data exchange and teporting»b6th ,within the 
institution, and 'between the institution "ind a 
variety of external agencies. ^ 

, The absence of^ unifor'm, consistent, and' 
gene.rally accepted' terrtis and ^d^finitlon^, con- 
'cernrng manpower resources, and "the communi- 
cations problems thus created, led to the decision 
to select 5pgnpower feource'data as the subject of 
this M3nuaL It is hoped •that,*with ttie sartisfactory 
completion of this Manual, work can begif^or^the 
'/Companion document that ^ will have personnel 
(individual) data as a focus. Taken together, these 
, two cfocuments will describe a total system of 
records about an institution's employees'. 

As a final note, it must be stated' that; the 
^dichotomy between personnel\ and' manp(5Vver * 
resource, data is not alwa^s^as ct^ar-cut anj^ invio- 
late^ as the previous discu^ssion^ 'migKt make it 
appear. s£or «x^mpl$, inTormatj'^on about tenure 
status is a des^p.tp/viOt only of an individual but 
al^p of th^ permartence ofithe resouYce the indi- 
vidual^ represents. To ^the Extent that* items of 
personnel da'ta ar^ also relevant to a description of^ 
t'he availability and use' of manpower res.oyrces, 
those' items are identified and defined in this 
Manual. ^ ' - . ^ ^ ^ 

D. Organization of tiheAfan^ya/ ♦ 

The subsequent chapters of the Manual describe, iri. 
detail, the*bSsic elements of an information system 
designed to -support the management pf manpower 
resources in institutions of postsecondary educa- 
tion. Chapter 2 provides a general, averyfevy of a 
systergn of manpower Pfes6urce infqrlnation. Chap- 
ter 3. contains a description pf a recommended 
classification scheme for ^manpower resources and 
definitions pf the categories within that scheme. It 
also suggests the ^additional injprmation most 
useful in specifying and describing the manpower 
resources \n eath of these .categories. Chapter 4 
describes a framework for organizing and dis- 



/ 



/ 



playing information ^out the, allopaffort of man between resource categories and * activities. A 

power resources to, and jheJaelSjal utilization.of Glossary oLTerms, ^me additional classi'fications 

resources by, instittrii^af^rogram Chapter 5 and subdivisions' of personnel, the^ NCHElOlS 

• describes, in agerjerartway, procedures for organiz- ^f^rogram .Classification Structure, and other related 

"*^ing^ information that indicates relationships mate^rial arexontained in. the Appendices. 
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An Overview' of Manpower 
Resource Information 



For whatever reasorr, information systems' designed 
specifically to support planr>ing and management 
activities related to nfjaopower; resources "have 
received relatively little attbntioh in institutions of 
• postsecondarV educations As ^a result, the und^- 
lylng concepts ^ave not been particularl^i well 
developed, and, to the extent they haVe befen 



A. Descnibing^ttie Pool of Avafilable ' • ' 

Manpower' Resources • ' 

Therjs are many dimensions and various degrees of* 
specificjty that caTI be incorporated into a<fesccip- 
tionof 'an institution's pool of available-nianpow^r 
resources. At the most elementary level, adescrip- 



developed, they are not well and generally :inder. obta.ned^y- simply couating the 

. st^od. By bJildicg qa the conceptual and pwcti- ""^ber bf employees. Such a description is^eldom 
cal bas^s developed in the contex't of the manage- ■ "^'^ ? "° f 

ment bf" other types of resources (particularly' ^'ates between groups of employees (for Acampte, 
-•financial resources), hoyvever/ it is' possible fo 'V °" distinguish between executives and> 
identify the major kinds oT information needed workers)., MeitTier tioes.-it -provide .a parti- 

for the planning artd management of manpower ^Ularly , accurate measj^re ot , the ' amount ^pl 
resources.- Using financial resources as jf^ analbs*; [sources represehteji by^the count of employees 
;ffor'identifvihg the componerits of a ^^f' in#-. "eeause a par-t-tihe empl6yee is counted the same 
matipn abtout -manpoweVresources, tS folfowihg ^ ' ^""'r' ^ "seful descrip- 

general ^pes of ttifprftnatjbn c«n be considered as °^ °^ "^^"Power resources 



'-a to be obtaineditt*te is need of: ' 



being of greatest importance ar(d utility: 

). Information 'th^t describes" the^-kiflids and X^sonte wa^ ofi:/assify/ng' manpo9[^r resources 
- amounts of m^npoyy^r resources available to*^ """" " " ^ " " 
the institution (informat||qn^that,is analogous i 
to a description tf^e various fund, groups and 2. 
"the dojlarrs Mailable for allocation 'in 'each). 
2; IpfomfatignabpUJ the al location of rnanpbwer 
« resources to pro^ramis 'and the utiliEation' of 
those resoorces (the^ equivalent, of budget and 
expQjnditdr^ information). 



4;hat will allow^differentiation of distindtly 

•'^ifferfent resources, cmd . / ' ' ^ 

2.' 3 way of /77e3sz/r/V7p the artiounts of eacf) type 

' 'Of rdanpO'wer'resource available'f^r assigniVient' 

' withioithfe institutiorr. 

• . • • *• ' 

. l-n " developing b way of classifying manpower 

resources, the primary requirementPare not only 

that resulting categories- distinguish .between 



.these general.kinds of information are contain^ jn the* most usefLrTcate^oriEation scheme is ohe thaP 
foWowhig sections -of this ch^pter..Detailed cfrscbf-^ — ^ — ^ — ^-^- -r^ -- • ^1 . .a \ 
sions of each ^ these areas, incluciinQ |dentm- 
catfon and definition of data items and descriptron 



3: Informatjorft'aboutth^ activities jconducted by distinctly different kinds of manpower but also 
manpower resources (the manpower .resource' that th^ categories -be "kipportive of the pfanning^ 
analog of. dbjetts of expendityre), ' ' ^nd ^rpanagement functions, ri^lated to thTs parti- • ^ 

A, broad oven/iew and $rief discussion^of each of/ cular kind of * resource: From thjs perspective. 



of necessary procedures, are contained \s) Chapters 
3, 4, and 5. * o' 



classifies manpower resources io*^^cordance with"^ 
the kinds of services the employee c^in'^prbvidejo-,, 
the institution (thaf is, ir^^ adcordance with Xt^^ 
1<inds of activities to wjJich'^He individual*^wouliF\ ^ 
normally be assigned^ In short; ir^tituttonal plan- 



r 



«ning and pnanagement requires an assessment of the 
* amount of those resources available for assignment 
. to instruction and research activities, the amount* 
. available for assignment to administrativ^ activities, 
and so forth. vAs with otfter resouites, the man * 
power r8S0ur(fe is seldom so specialized that it can 
be as^gned to one and only one kind Sf activity/ 
Just as class^ooms can be used tor office ^ace if^ 
the Aeed arises, so "can instructional ^-staiFf ber 
assigned administfiti\J^_ duties (as^ in fact, the^ 
often are). In such cases, the classification, of an 
individual- mfust be^'based on the institutional 
view of the kinds of activities the individu'al would 
be expected. to coiiduct. for example, individuals 

- may view themselves as researche/s, bist^if they are 
employed by the institution flrimarjJy to perform 
administrative functions, then that is what they are 
for purjpdses of manpower resource accounting and 
budgeting. Th'\s Manual approaches classifica^idn of 
manpower resources from the institution's perspec- 

« tive; it ignores the erpployee's self-image with 
regard to such classification fi2(gept to the extent • 
it is condUrred in by the institution. 
• In addition to the m^jor d'lstinction^based'on 
expectation of kinds of services .to be provided, 
■there are several other useful ^nd^necessary delcrip- 
tors (and more specifiq delineators) of the man- 
power resources. Withih.that category dealing with 
the» manpower respurces avaHable to» conduct 
instruction and Vesearchiactivitjes, thene is nee(4.to 
further distinguish between the academic disci- 
plines (to separate the physical 'Icien.ttsts from the 
social scientists, and so on). There' ^is'some need to*^ 
describe the tevel of "^alijy" of the resource- 

/ information about aca^fef^ic ^preparation (highest 
degrees earned) and about rank. Further, there is» 
need for* information about permanence of the 
jesource— data about iqe and tenure status. FTiWIy, 

- for reasdA$Mariising largel\^outside the institution, 
^^fe^js need Jto describe the manpower pool in 

^ terrhsbf its sex and ethnic composition. 
^' As a final ste^^ describing' the pool of avaiJ- 
able manpower resourced, there is a requirement to 

*^ establish some quantitative measure of how much 
of each kind of resource is available. In the absence 
of such a measure, institutional managers vN^uld be . 
rn^ the same position a$ if the existence of an ^ 
. endowment fund vya^ known, but the value of t\)& 
fund wa's not known. . , ' • 



In * establishing a measure of manpower . 
resource, ''it is necessary fto go beyond counting 
employee's and to consider their differing condi- 
tions of employment (full-time versus part-time,' 
and so forth)'. The measure of fulf-tinye equi^atent^ 
(FTE) employees is the most commonly used such 
measure (although in th\s Mani^al a somewhat' rfif-V . 
, ferent m'easure '\t suggested): • 

In summary, .a descrip.tion of the pool of avail- 
able manpower resources requires; '\ . . 

1. a^capability to distinguish among jnd classify 
the major different kinds of resource, , , 

2. data that seem to furtfjer characterise the 
Resources within each af^e niajor categories 
(the amount/of information deemed necessary 
to adequately descrfbe the manpower resources 
In each category may vary widely depending on 
the condition^ at any particular institution)^ 
and ' . 

3. a means of mea^suring the amount of each type 
of available resource'. 

A more detailed and .extensive discussion of this 
topic is, contained in Chapter 3. 



B. Describing the Allocation and 
Utflization^Qf Manpower Resources 

As noted previously, manpower resources typically ^ 
are the largest and most important single "good" - 
purchased by arr rfistitution of postsecondafy! • 
^^ucation. It follows that management decisions^ 
clealing with the allocation or distribution of these 
resources are among the most important manage- 
ment^dacisjons to be made within an institution. 
The^nCT result or summary of these decisions is . 
an assignment of particular amounts oieach cate- 
gory of manpov^er resource to specific institutional 
programs-in , essence^ a budget of manpower 
resources. The icoportdnce of the manpower 
resource bud^e't is magnified by the nature of the 
decisions that are subsumed within^he process of ^ 
its development. For exc^mple, to a: large extent 
the quantity of certain insti,tutional outcomes *is 
deterntined in the, prQcekixit deciding dn- man- 
power, resource ailocatipns (by allocatfrld^esources 
to instruction rather tK^n research^ programs,^ tbe 
a*[nount of both instructional and research out- 
comes are affected). At a Very-detailed level jof the 



manpovtrer budgeting process, decisions concerning 
the* qi/ality of instructional outcohnes may be 
affected also (assignment of Professor X rather 
than Professor Y to a particular course may affect 
the quality ^of education provided^'to students in 
tl^ course j,. Fin'ally, because, of the weight of 
manpower resources vis-a-vis other types of ' 
resource in an in*stitution's "'production" process, 
the ^nanpower budget, to a large extent, deter- 
mines the allocation of financial resources. 

The similarities betweenl the manpower 
resource budget and* the financia^esource budget 
extend to the kinds of information required for 
management purposes. Specifically,' the required 
information describes the amount (usually 

* expressed -in PTEs or some similar measure-) of 
each type of manpower resource allocated to each 
institutional program. The level of detail at which 
this information is developed and maintained is a 
function of the size and cooiplexity of the insti- 

' tutfoa and of the managerial, level at which the 

* information is td be used (a department chairman 
^vill require information on an indivi(^jual-by- 
individual basis, whjie a vice-president typically 
vifin require only aggregate information). The 
general form that a manpower resource budget 
may take is shpwn diagrammaticallY here. _ 

The management of resourcesr-manpower and 
other^vise-does Viot end with thercompletion of 
the budgeting or resource allocation: process. In 
addition, management m/st be Concerned with 
monitoring and measuringjhe actual utilization of 
' tfte various resources. For financial resources this 
process- is highly formalized: monthly statements 
of expenditures getipralfy are produced and annual 

* Summary of Ailocattons off ^tipowtr Rtsoutces to Programs 



audits of expenditures (including expenditures for 
manpower) are developed. The monitoring of the 
utilization of the manpower resources that have 
been .purchased, is njuch .less formalized and, in. 
many^institutions,-is nonexistent except as utilisa- 
tion of manpower resources is reflected in the 
reports on financial expenditures (as the personnel 
line items in the monthly expenditure reports). 
There are good and sufficient reasons wby the 
"system" for reviewing the use of 'manpower has 
not>been developed to the level of sophistication. of 
that developed for assessing (and controlling) the 
expenditure of financial resources. For one thing, 
financial expenditure data jDrovide an indirect, 
but exceedingly useful, mechanism u»for moni- 
toring the utilization of human resources. If th^ 
budget for wages and salaries ijs being exceeded, 
ihere is an indicatfonof the situation with regard 
to the manpower budget. Further, the fiduciary 
requirements imposed oft institutions generally 
are rtiuch more extensive with regard to fingfficial 
resources ^an wijh mar^power. And finally, there, 
is the'inherent human resistance at all levels to the 
constraints of perfoVmance accountability. ! / 

TJJtj? relative importance of continuous scrutiny 
of the expenditure of financial resources and the 
paucity of measures and^r^edures should not. 
obscure the need for some level of -formal mana- 
gerial attention to the titilizatio^ Sof manpower 
resources. Part of this need ori'ginateS^as a fiduciary^ 
requirement imposed from .v^rtttout the instkution 
(such as the requirement t-hat Certain manpower 
resources be alloca.ted to specific research programs 
in order to satisfy ^ontractuqF agreements with 
various funding agencPes). Potentially much more 
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important, though, are the uses of such informa- 
tion in the internaf management of ^thfe institution. 
As-^ was .noted, * the ' allocation of manpower 
resources to institutional programs represents one" 
of the most imp9rtant pianagerial functions within 
an instftution of postsecondary education. Th^ 
importance of these decisions almost demands the 
incorporation of any information gleanedKfron 

»past experiences-the improvement of rfesburce 
allocation decisions is larg^v'depencfent on recog- 
nizing and understanding deviation^ from, past 
manpower resource.bud§ets. As^a result, there is2i 
substantia) need for information that provides a* 
means of comparing the planned utilization 'o*f 
manpower resources with the dcri/d/'utili2a^ion of 
those resources. Tp facilitate such comparisons, the 
information, concerning Actual utilizatio/i of 
requires' must be-'.displayed in the same format as 
the manpower resource budget.*A*gain, the amount 
"oi detail required is determined the user of the 
information. , , . ^ 

On the other "hand, a mandate to ihnprove*the 
match^etween manpower budgets and manpower 
utilization must not acquire status as an intrinsic 
value, .nor must ' if spawn an effort td reduce 
flexibility in the utijization of manpower. While it 
is rebuttable, the pfBsumption riiust be that either 
the budget process was defective, or the assump- 
tions and conditions changed between the time of 
budget and \jtilization. In either case, the informa- 
tion is equally vjluable to the manager who can 
develop future manpower resource budgets from a 

%etter ba,se of knowledge. ; o 



a ' Describing Activitie5*Perf omied by ' 
ManpqweV Resources * - 

Jhe fundarhentat items of information concerning 
manpower rc|sources required for'both institutional 
mana'genfi^tcand io\ communicating with external 
. constituencies are those identified above— that is, 
^ inforpiation that describes the pool of available 
manpower resources,, the "allocation of those 
resources fo institutional programs, and the actual 
utilization of those resources by the programs. This 
is not to say, however, that these kinds of informa- 
tion will be sufficient for all purposes within an 
institution. In fact, the infortnation concerning 
allocation ahd utilization pf manpowerjresoufces 



actualfy may obscure certain relationship^impor- 
Uant to insjitutibnal managers. As an extreme 
example, consider tffe case of a facufty member^^ 
who, in the resource allocation fSrocess, ^was 
.assigned to teach- graduate physics c6uraes,.>but 
who in actuality served as the te^ilician ih charge 
, of setting up freshman p*hysics labbraiory experi- 
ment^. Both* the allocation and the utilization 
inforrhation would show a fatuity ^*rfesource 
associated with the physics Instruction program; 
in.th^roces^ some exceedingly valuable informa- 
Vtioawould be hidden. " 

In order to illumrinate such situations 'within 
.the institution, and, ^t the'sam'e time, .to describe 
better l^ow the various categories of manpower 
resources were intended to be (or were) utilized, an 
additional item of inforrpation^i5 required-it is 
necessary to indicate thfe general types of activities 
performed by individuals in the various resource 

, categories. For the mbst>part, it is antidpatecTthat 
there will be a good deal of congruence between 
the resource categories and the activities performed 
(that is^ clerical employees generally will perform 

^ clerical activities, and so forthl.^Many exceptions 
to this situation will be^^nd, however—adminis- 
trators will teach, faculty will administer, and^'sS*' 
fcirth. To compile this information, it is necess^ 
to define general categories' of activities and to 
providT* a framework- for associating activities 
information w^h nianpower resource information, 
as shown^diagrammatically here. A more thorough 
treatment of this aslDect of manpower resource 
management is included in Chapter 5. 

D. General Considerations . , 

The data item defiriftions and organizing schemes 
present6<t in this Manual adhere to two general 
concepts commorTto^ manuals produced "by NCES 
and NCHEMS. The first is the use of th^ NChlEMS 
Program Classification Structure (PCS) as the basic 
organizing scheme for information about the 
aljocatibn and utilization of manpower resources. 
In managing any institution of postsecondary 
education," information ^bout "a^va^ety bf 
.resourdes, activities, outcomes, and so forth mwfit 
be considered concurrently. Further, it must be 
possible to in^terrelate these items of information 
without difficulty. This^ means that manpower 
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resource information should'be categorized in the 
same -way as facilities dat^ finance data) and so 
forth. The Program ClassifFcation Structurei^the^ 
currently ayatlable orgarriiing scheme most dabble 

* of promoting the necessary interrelating Qf these 
various types of tinformdtiofT^ ^ ' t , 

>The second is the definition ot data caJegor4es 
in ways intended to rfn^ke them commonjy. appli- 
cable across the various programs within an insti- 

/tution; as'well as arhocig_A|ti,tutions.,Many,of th^ 
Ifriportant uses of intorfflation, inciuding infor- 

.matron aboi^ manpower^resources, require com- 

^parisoh of data-among programs within an 'instf- 
tution, iamong similar programs in diffeVerTt-7n^\ 
tutions, or for the same program over time. Th^. 
afeility to make such comparisons Is cjependen^t"On 



the use df standard definitiorts of the data elements 
being compared. As a result -of this need for, 
standarcized fiefinitions, every effort has^^n- 
made tc define the manpower resource categories 
in ways that/are botMeast likely to result -fn -rrris- 
interpretation and most in keeping with cdrnmOQ 
institut onal practice. y^- : - 

i-Fin Hly, a note concerning level of detail of^the 
manpower data* The illustrations in m\s Manaal 
show tie d9ta, being displayed at relatively high 
levels cf aggregation. Through use of the PCS, con- 
siderably, more disaggregation is possible. The level 
of detail required in any given instance must be 
deternifned by the user; no single level of detaiJ can 
be redommended that will be applicable in all 
circunrlstances. * 

3 
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^escribin^ AvaifeWe Manpower Resources 



' jn.the previous chapteV, it Was noted that in order 
to describe the rr/anpower resou^e's available to an 
institution of postsecondary education, it is 
necessary to: " 

1. distinguish/ amo/ig and classify, the raajor dif- 
ferent kinds of manpower resources, 

2: further* characterize aad descHbe the man- 
power reso^rges in each of th^ categories, and . 

3. measure the amqunt of each type pf available 

t manp'oyver resource. , • ' 

This chapter addresses each of tijese areas in . 
r^ore detail. Section A contains a recommended 
ctassification^ scheme for manpower resource as^ 
well. a%,defimtiof|S for each of the manf>!Cj^vyer 
resource categories. Section^ B idefttifies and 
defines those items of information typrcally used 
^to further characterize these manpower reSburces. < 
Finally, Section C describes a set of procedures for 
use in arriving, at a measure of^ the amount of 
available rlesources in each manpower category. 



A. Categories of Manpower Resources - 

The^ operation of an institution of postsecondary 
education requires the performance of widely 
differing kinds of activities. Students- must be-' 
taught and research interests pursued; at the same 
tiftie, the business a^ai'rs of the organization must 
be managed, reports typed, and the floors swept. 
These activities are so diverse in nature that they 
igannot alLJ)e effectively and efficiently performed" 
by individuals ffaving a common* set of skills and 
capabilities. ;A certain degree of specialization is 
recfuired among the personnel who carry out the 
institution's functions. 

It is^'^w-^lso that some quite different kinds of^ 
activities display considerable overlap in the.ktnd'^ 
of skill required for their effective performance.. 
Thus,' individuals wtip ppssess tbe requisite abflities|^ 
and interests may be able to serve in two functions > 
that might otherwise beconsldereci discrete. In the 
context addressed by this Mahuai, such a situation 
arises frequently when an individual performs 
botFf instruction and research activities; such 



individuals commonly ai'e labeled as ''faculty 
* members." The result is^ a sitpation in which 
postsecondary institutions hirel^ certain general 
categories of employees to perform certain general 
kinds of activities, and in which'each 'category of 
employee rejt^fesents a different kind of manpower 
resource available to the institution: ^ 



The balance of this section prints a cJassifi^ . 
cation scheme composed of seven distinct catefC- 
gories of manpower resources. The particular map- 
power resource'^^categories 4nd their "defiftttions 
have been developed to accomm^odate certain legal 
distin9tions and common ihstftutional. practice. ^ 
The intent has been tolieveipp the minimum num- 
bei" of categories, consistent with ^'a requirement 
that each category be generally, Sef in fcfive qf a ' 
distinct kind of manptjwer resource. - 

The Jeider^l jovernrhenfs ^egal distinction 
between "exempt^and "nonextrfipt">employees is 
retained in the^manpower reswcce classification 



scheme. To comply with the Fair LalDol^tandards 
Act, institutions rpust assign their %mpf6ye€S (on 
the basis of criteria included in the legfslatioi^*) to 
one of these two gategories. This' distinction 
typic^ly is incorporated int6 institutions' record, 
fe' and into manpower resource classification 
?mes devised by individual institutions. Thus, as 
a minimum, a manpower resogrce classification 
scheme mu«t reflect the distinction betweeij 
exempt and nonexempt empjoyees. 



syster 



All Employees 



I 



Exempt 



Nonexempt 



— I ' ' . 

K-/ *Secfion 13 of the Fair Labor Standards Act 1938, at 

«nnended, indicates that*an* exempf employee it "any employee 

.employed in a bona fide executive, administrative, or profetsional 

capacity * 
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. While the categories of exempt and r\onexfempt 
provide necessary and useful information, more 
detail is Required within each of these categories 
for management purpose! As noted in the previous 
chapter, individuals are not unifcj^plv qualified to 
perforjTi alt the major tainds of tasks required to 
operate an institution of postsecondary education. 
Carrying this iurther, it can be noted also. that the 
distinction between exempt and ponexempt 
^employees does not suffice' to identify groups of 
individuals having mote or less similar oapabilitios. 
Within the exempt category, for exannjple, vyould 
be those employees available to perform instruc- 
tional and rese^ch acftiviti^s i'm conventional 
terms, the faculty) and those professional 
employees responsible for the executive direction 
and^administrative support of the organilzation. To 
! distinguish betweef^, and to ^Effectively allocate, 
these distinctly different kinds' of manpower 
resources, it is necessary to identify separately at 
least two subcategories within the exempt 
category—subcategories that might be labeled as 
(1) Instruction/Research Professionals and (2) 
Executive/ Administrative/Support ^Professionals, 
This distinction is consistent with a delineation 
made at almost all institutions of postsecondary 
education; while there are institutional differ^ces 
regarding the categorization of certain groups of 
individuals (such as department chairmen), the 
basic distinction between instruction/research 
employees and all other exempt employees is made 
almost universally. For many purposes a further 
division of the "nonfaculty" category also is highly 
desirable. Within this single category are such 
diverse kinds of individual^ as- vice-presidents, 
.administrative department heads, accountants, 
purcnasing agents, and librarians. Because of t^is 
diversity, it is clear* that considerably more than 
tw9 or three subcajtegories^wduidbe required if the* 
objective were to create'completely h*omogeneous 
groupings. Since such proliferation of categories 
would defeat the purpose for which such sub* 
categories were created, some distinctions that 
are useful managerially, but that dp not yield com- 
pletely homogerfeous groups, would appear appro- 
priate. As a re$ult, this document suggests a dis* 
"-^tinction within |his larger category based on 
supervisory responsibilities of the individual^-a 
subcategory entitle'd Executive/Administrative/ 



Managerial Professionals fo^ exempt empldyees 
with supen/isory respoqsibility of a department or 
other organizational ^ unit and another labeled 
Special ist/Siwort Professionals for thofe not hav- 
ing supen/isofcy responsibflities.* The categori- 
zation scheme for exempt ^emtijoyees (manpower 
resources) presented in this^Wl/a/ can, therefore, 
be illustrated as: 



/ / 
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• f 
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There is a similar, need for niqre]/detail within 
the* nopexempt category of manpower resource. 
The extreme diversity of activities perforn^ed by 
nonexerfipt' employees and the greater .variatioa in 
ih^itutional practice with regard to^tegorizatiqn 
of these employees adds difficulty to the identifi- 
cation of appropriate subcategories for npnexempt 
employees; on the othpr hs^nd, in this porrexempt 
category it is possible to borrow a* great deal frohi 
private business practice and nomenclatlire. Using 
the criterion that manpower resources sjiould bf 
identified, for management purpo^s according to 

* the' type^of activities to be performed, tt'is pos- 
sible to sjjggest a limited number of categories that 
identify groups of individuals employed to perform 

. distinctively different kinds qf activities. Speci- 
fically, it is suggested that me subcategories of 
(1) Technical,. (2) Offic^/Clericar, (3) Crafts and 
Trades, and (4) Service Enriployees span the range 
of nonexempt employejBS while at the same time 
describing the distinctly different groups of non- 
exempt manpower resources/ The categorization 
scheme for nonexempt employees presented in 
this Manual therefor.e can be described as follows:^ 



*lt should be noted that, through addition of identification of 
^programs to which individuals are assigned, much finer distinctions 
are possible' (see Chapter 4). For example, a Special|tt/Support 
-Proressional assigned to the library program can be readily identified 
asking different from a Special ist/Supr^rt ProfessFonal assigned to 
the student counseling program. 
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By way of summary, the complete scheme for 
cafegdrt^ng manpower resources presented in thjs 
documenb4s>inown below. , 

Each of the terms included in this cate^oVi- 
zal|pn is defined below. An' attempt is made .to 
indicate a "conventional" categorization for cer- 
tain groups of employees fof. which more than one 
category might, on the surface, appear appro^ 
priate.fAdditional items bf irtformation considered 
most useful in^escribing each of the various cate- 
gorij&$ of manpower resources (such as sex, -race, 
age, and so forth) are considered in-the following 
section of this cjiaptert 

Employ: Aijy individual being compensated by 
J[the institution for services rendered. Included are 
^individuals who donate theiV services, if^the 
^rvices perfonmed are a normal part of the 
institutfonV programs . or supporting services 
"arfa-^ould otherwise be performed b^ compen- 
sated ' personnel. Specifically excluded are' 
employees of ^firms * providing services to the 
institution on a^ontract basis. 



Exempt Employee: , An employee whose condi- 
. tions of employment and compensation are not 
subject to the provision of the Fair Labor Stan- 
dards Act as amended. Exempt employees are not 
.eligible for overtime payment According to 
Section 13 of the act, an exempt employee is 
"any employee employed ip a bona fide execu- 
tive, administrative, or professional capacity. , 
Nonexempt Employee: An employee whose 
conditions of enrrployment and compensation ^re 
subject to the provisions of thfe Fair Labor Stan- 
dards Act of 1 938, as amended. 

Instruction/Research Professionals: Individuals 
employed for the primary jjurposes of performing 
instruction and research activities. Typically 
includes only exempt employees (although in 
some, primarily proprietary, institutions they 
may be nonexempt). In most institutions of 
postsecondary. education, these Employees are the 
"faculty.'' This term "faculty" is advisedly not 
employed in this Manual; in similar manner^^ 
. the terrf) "academic" is also not used. These terrrts" 
describe very- different groups of employees at 
different Jnstitutions. At some institutions/the 
terms "faculty" or "academic staff" may include 
only those who engage in classroom teaching. In 
) others Jhey will commonly inqlude those whp 
} teach and/or do research. In still others, those 
tems will also include the exempt administrative 
^d^ir, 'fnd there are socne institutions in which 
those terms', Jor reasons such as the desire to 
extend fringe benefits to particular groups, may 
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include librarians, computer xertter staff, and 
OtheVs. Having neither^"* sufffcient desire n6r 

f ' powers of persuasion to change the definitions of 
" tbesfe terpis at the institutions, they are simply 
' hot used in manpower aqcounting. In th'is'Manual, 
; Instruction/Research Professionals include the. 
exempt research staff. At most institutions *it 'is 
appropriate to include d^artment chairmen in 

' thfs ^group, smce their classification and assign- 
ments are stiH primarily instruction and research. 
However, there are a significant number of major 
institutiojis where the department head is actually 
an administrator who has been delegated specific 

. administrative responsibilities and authority. 
Where such a situation exists, the department 
chairman Vs more appropriately classified as an 
Executive/AdmFhistrative/Managerial Professional. 

9 

Executive/ Ad minis|rative/Mariageriai Professionals: 
Exempt employees employed for the primary 
purposes df managing the institutio/^or a custom' 
• arily , recognized department or subdivision 
thereof. By convention this category includes 
deans but mx^st pomm^only, although not always, 
will exclude chairmen of academic .departments 
(who usually are classifted as Instruction/ 
Research Professionals). Inclusion in this cate- 
^ory requires the individual to have supervisory 
responsibilities. 



Specialist/Support Professionals: E>^mpt em- 
ployees eqiployed. for the primary purposes of 
performing (.typically) academic support, student 
service, and institutional support activities. 
Excludes Individuals vyho ' have executive or 
managerial (supervisory) responsibilities in these 
areas. Includes such employees as librarians, 
accountants," systems analysts, student personnel 
workers, counseloj^salesmen, recruiters, and so 
forth.-^ \ - - ' 



Technical Employees: Individuals employed for 
the primary purpose of. performing^t*echnical 
actfvities (that is, activities perta ning to the 
mechanical or industrial arts or the applied 
sciences) s^This category \nc\u6^s only nonexempt 
employees. • 



Office/Clerical Employees: Individuals employed 
for the primary purpose of pi^rforming clerical 
activities. This category includes only nonexempt ^ 
employees. " - • 

Craft$/Tr^des!^mplpyees: Individuals employed 
for the primary purpose of performing (manually) , 
skilled activities in a craft or trade. Includes such , 
emf}loyees as carpenters, plumpers, eleclriician§^* 
^ and so forth, jncludes only nonexempt employees. 



Service Employees: Individuals employed for the 
primary purpose of performing servjjjg (often 
unskilled) activities. Includes such employees as 
custodjans, grounHskeepers, secyrity ojjarc^, food 
service worker^ and so forth, j/clu^es only 
nonexempt employees. 



^clu^es 



It should tiie^noted th'lt all the categories Iq the 
^manpow^ resource classification scheme are 
expressed in terms of the kin'bs of activities indivi- 
duals are employed primarily to perform. The fact 
that the pcesi^nt of an institution may be 
expected .tb te'Sch a class does not detract from the 
fact, that he or she is (in all probability) employed 
primarily to perform executive. and administrative' 
activities, and is so classified. 

Similarly, the fact that a facultV member may 
perform a^ variety of administrative or^§tudent 
service activities should not obscure the fact that ^ 
thfe individual Is employed primarily to perform , 
instructional and research, activities. In short, this-. . 
manpower resource classification scheme is 
intended to" "sort out" individuals in terms of the 
kinds of assignments the institution gives the 
employees, not 'the genial kfpd .of capability that 
tfiey bring to the irtstitution. The consideration of 
what these individuals actually do and how their 
^capabilities actually are utilized requires the 
additkinar dimensions described \\n subsequent 
chapters' of this Manual. > , ^ 

^ For many purposes, a classification sfchem^e 
composed of these seven categories of manpower 
resource*, is 'sufficient. I For other purposes, addi- 
tional jdetaiJ will be required. W]jile no attempt is * 
made ^n this ddcu?nent«to suggest a classification ^ 
^ schem^ containing all the detail that might ever be 
needed* by^ a'n institution, major subcategories 
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• witfim each of the- seven 'categories identified' 

• abb\ie have bfeen -developed. The classification 
scheme with this additional level of detail is out- 
7lined\ below. . , 

f • c , 

t.O Exficutive/Administrative/Managerial 
I f^,^*^! Executive Officers , ' 
' ' • 1:2 

Instruction/Research 

2.1 Senior . I nstructioo/Research. 

2.2 Junior Instruction/Research* • 

2.3 Teaching or Research Associate/Assistant/Fellow 

2.4 Dndeslgnated * v 



2.0 



•3.0 



\ 



Specialist/Scjpport 
3.1 Advanced Level 
J 3.2 Intermediate Level' 
;3.3 Entry Level^^ 
4.0 Technical 

4.1 Advanced Level 

4.2 Intermfldiate Level 

4.3 Entry Level % 
*5,0 Office/Clerical 

Advanced Level 

5.2 Intermediate Level 

5.3 Entry Lave! ^ ^ ^ 
6.0 . Crafts and Trades 

6C1 Advanced Level 
6.2 Intermediate Leyel 
. 6.3- Entry Level ' ^ 

.7.0 Service* ^ - ^ 

* 7.1 Advanced Level 

* > 7^.2 '^Intermediate Level , 

^ 7.3 Entry Level ^ * . 

1 ^ description of the^' subcategories and ar(^ 
, extended discussion of the copsiclerations and 

criteria for the actual claissjficatipn of ^nrfployees 
jnto thq major categories- ?re contained" in; 

Append^^^A.' 



B. 



AdditlonalJmponant D^riptors of 
Manpower Resources . ^ 



The classification 'of manpower resources.according 
to the categorization scheme"^ presehted above is 
but the" first, very general'^^p in describing the 
pool of manpower resources available to an insti- 
tution. Additional inforfnation abdut the rhan- 
power resource pool is atso important for the sup- 
port of planning arrd management decision makirtg. 
Ta^a large extent^ th^ additional descriptprs are 
related only to^the Instruction/Research Profes- 



sionals category. /^T?t>B{tJ)ose descriptors are data 
•about the "discipline affiliation ?of the individual? 
included in this category. Also included ^e data 
about the "level" of the 'resource (data abbut 
highest earned degrees and abojut the faculty rank 
distribution of I nstruijtion/Research Professionals). 
Finally,.' information about perrtianenqe-tenure^ 
status— of this category of manpower resources is 
typically acquired ^hd used' in a planwng aind 
managegnent context.- / ? s/*'. 

In addition to those descriptprs th^t are 
generally limit^in application td'the Instruction/' 
Research Professionals category, the>€ are those 
.that have relevance^apro'ss alt categories. Among 
the most common of these are data abqut the sex 
an^ ethnic composition of the resource pool. 

^ For several of these infortpaticrri ltems,]a par- 
/ticular s'et of categpries and their 'iS&ociated.d^i- 
nitions have received 'acceptance, at least in the 
cpr^texts qf interinsthutidnql excWan^ and of 
•repprting to externaf ageriqies. These categories and 
theirtassociated defihttions follow. ' 

-1 . Academic it(sciplihe distinctions/^or almost 
all intra-instltutiqnal planning »an^isl/management 
uses, in form^tton. about Instruction/Research fro- 
fessionalsbfurth^r delineated by academic discipline 
pr fJepartmeptJis needed. It is just no^ sufficient to 
know the ampunt-dJ instrucffon/research resource 
available; it afsq is necessary to know how many of 
thes^ resourcfes can l^e assigned to teach'^mathe- 
matics, -hoW many to English, and so forth. In' 
categorizing these resources according tq academic 
disciplines; tbe categories cdnjaine3 in the Tax- 
(fn(}my of Instructional Prdgfanjsin Higher Educa- 
tion* ary mo^t-typically used (aTNleasflfor data 
exchangrSfid reporting purposes). - *• ^ 

\2. Highest degree earned. For purppses of 
interin^tituti'onal -comparison the^followins cate- 
gories M/e re suggested^ • - 
H Certificates and Dipfomas (less than one yearhfy\ 
award for the successful completion of a course* of 
study or t)rogram offered fay a postsecpndary insti- 
/tution, Cerfificates and diplomas in this category are* 



•Robert A. "Huff, and Marjorie O. Chan^Jler, A^hxonomy of 
InktructionMl Prognm^ in f^/gher £cfi«?jf/p/i ' (Wathlngton, D.C.: 
U.S. Department ^of Wealth, Eduoation, and Welfare, Office of 
Education, National Ctenter for Education Statittlct, 197Cf). 
4pTk: A new taxonomy jt currently In preparation and can be* 
/exp^ed to replace the currently uied taxonomy in the future. 



f ■ 

awarcled for completion any prograin covering §ny^ 
time span less than one.academlc year. L ^ 



ografn c 



5p. 



HEGIS Scll^^p€r% in the survey of administrative 
salaries cojnSScted by the College^and University 
Personnel Association. For the convenience of the 
^ reader these tk^s and the associated codecs are 
course of study or program offered by a postsecondar^^'.corU^lned in ^ppend4X B of this^ocument. 
institution. Certificates and diplomas in' this categbry^i;^;;- contf.^st, institutions tend to use a rather 
are awarded fpr compjBtioa of any program covering 



Certificates and Difjjpmas (more thm or equal to one 
year)-- An award for the successful cocnpletiojp rff't§ 



any time span between one academic year and two 
academic years, ^^j^^^^^^ 

Associate Degf;ee (tWo years or more)-^The degree 
granted upon completion of an^ educational program 
less than bacoelaureati level and reqljirlng at least two 
but less than^our academic "^years 'of college work. 
Bacf^eior's Degree-- Any/ earned acade/nic degree carry- 
ing the title of "bacheloy" 

• First Professional DeoKez-The first earned degree in a 
professijonal field. Orny the fotlowirtg deVees should be 
.included: (1) M.D.,.(2) D.O., (3) L.L.B. or J:D.'Uf 
J.D. Is the first professional degree] , (4) D.D.S., (5) 
, D.V.M., (6) O.0., (7) B.D., M.Div., Rabbi, (8) Pod.D., 

p.m: K 

Master's Degree- Ans earned academic degree carrying 
theftltle of "master." In liberal arts and sciences, the 
degree customarily granted upop successful comply- 
|ionr 9f one or two academic years qf vVork beyond the 
bachelor's*. In professional fields, an advanced profes- 
sional degree beyond the first professional, vyhichr 
carries master's designatioii, such as LX.Iifl., 'WI;S] ' 
(Master'ih Surgery), M.S.WriMaster'orSocial WorkK^ 
Doctora/ Dep/w-An'earned academic -^egree carrying, 
— therrlitle of "doctor." Not to be included are^firjt 
professional degrees such as M.D., D.D.3. . 
Other fS/oflc/^y- Includes all other 'categories of 
degree s/diplomas/certlficates that cannot be cate* 
gorlzed in any of* the preceding categories such ^s 
specialist degrees for' work jcom pitted toward a^c^efCi* ^ 
ficate. u I ' ' 

Honorary degrees sf^ould not be considered, 

'3. Rank or title.. For many reasons, iristi- 
tutibns of ^ppstsecondarv'' education bestow rank 
and/or otKeP title designatiohs on certain 
ampWyee^withm the institution, particularly those " 
in the ^d^utive/Admintstrative/Managerial Profes- 
sionals and ^ Instruction/f^esearch Professionals 
categories. . . \ 

, A wide variety of Jijtles are used by institutions 
to designate individuals in the Executive/Admihis- 
trative/Managerial Professionals category, A som^- 
v&hat standardized list of these titles* has been 



^^9rd set I of ran^/title designations for 
iw|?ruction/Refearch P/^fessionals! Whtfe these* 
designations are' cohventional /or, standard, there 
tend ta be extreme variations in institutional prac- 
tice with respect 'to the qualifications andassign- 
mefits of in.dividualsvhaving the same title. Further- 
more, at many ns^lUtions, many'of the p^sons in 
the Execbtive/A^minl^ Profes* 
sionats*and Spefefatt^^uppQi^LProfessionals cate- 
gories^also are designated with /Shks or titles more 
generally reserved for Instructlon/^eseafrch Pro- 
fessionals^ As a rjesult oi these variations In prac- 
tice, these titles do^not provide a useful means for 
disunguisbing categories of indljj^duals for insti- 
tutional Qonfiparisons. It is recommended that the 
standard categorj^ used in this manual bte used for* 
irtterinstitutional- comparisort. \The j5-called 
"faculty" tank categories^osMSbicalty^used «re: 
. a. Profes§pr - ^^^ ftk 
' Alsdc iate^Prpf esspr 

c. lAssiftant Professor 

d. (nstfuctor ' ' ^ ^ * 

e. UjBcturer " \ ' - 

f . Teaching Associate 

. jt,=9leaCfTing As^staVit . ^ 
h. ' Undesignated • - • ' .* • . 

4. Tenure Primarily with respect to 

Instruction/Research Professionals, it istjseful to 
collect information concerning the-tenure status of 
-ennplpyees since ,$uch dat^ provide insiight into the . 
extent to which th6 manpower resource§^re essen- 
tii^lly/'fixed/^ ^ ' . . * ^ 

\;The termj "tenure" has acquired a meaning In 
the common p^lance of^education employmarff\ 
that is 3 upiqu^rmoidificatipn'bf its meaning In all ^ 
Qtherxojfftex^^'Jn education, to "have tenuje" is 
to" haVe an mdefinite appointment extending to the 
time of i^J^T^fi"^" which lappoihtmeat is termi- 
nable on^^|f,yei:y special procedures. Consistently- 
attaching^l^e implied • adjective;^ "indetihite" 
acytually imposes a limit on the meaning of the 



developed for use in the U.S. Office of Education . 'term and limits its utility, Tenure- is a "holding' 
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a. 



c, 

d. 
e. 



and in employment' refers to the term or. time 
during which one will hold an appointment. Thus, 
-one's tenure can be for 3 fixed or determinable 
.term; oi^it can bfe indefinite. It is .suggested that th^ 
.following jenu re designations be used: * " 

a. "Tenured-individuals who have been 

granted tenure' 

b. NontenuPed-individuals who ar^ eligible 
^ 'for, but 'have not been granted, tenure 

c. Not eligible-individuals who afe— not 
eligible for tenure. 

In this Manual, the term "tenure" is hot used 
without modifiers. The categories of tenure are: 
Indefinite tenure, * terminable only by 
special procedures . ' • * 
Appoinjfnent for a fixed term of more than ^ 
•one year ' t - 

Appointment fox one year^ 
Appointment for term, of a budget.^ 
Indefinite tenure, summacily. terminable ' 
without recourse 

5. Race/Ethnic identification. (Categories 
^used by the U.S. Office for .Civil Rights; the Equal 
Employment Opportunity Commission, anc^other 
'Federal ^ agencies, revised by the Federal Inter- 
agency. Committee on Education in 1975.) 

The concept of race as used by the' Equal 
Employment Opportunity Commission does not 
denote clearcut scientific definitior^s of anthropo'^* 
logical origins. An efnployee may be included in 
theigro^p to which *he or she appears^to belong,, 
identifies, with, or is regarded in the community as 
bfelongipg 'to. However, no persons should be 
counted in more than one race/ethnic category. 

^American Indian or Alaska Native— A person ha/' 
ing origins in any of the original peoples of^North' 
America. , ' 

Asi^n or Pacific Isla/ider^A person having origins 
jn any of the or/ginal peoples oi th§ Fd^^East, 
Southeast Asia, or the Pacific Islands. ^This area 
includes, for example, China, Japan, Korea, tKe 
Philippine Islands, and Samoa. 
Black /nl^ of Hispanic origin)— A persqn having 
origins ir^ny of the Black racial groups/- ^ 
White (not of Hispanic ^origin)- A person having 
origins in any of^he original peoples'of Europe, 
North ^'Africa, the Middle East* or the Indian 
swbcohtinenfy ^ > ' . ' 



Hispanic-A person ^fJMexican, ^Puerto Rican,» , 
^ Cuban, central or 'SOu^h American, or , other. 
Spanish culture or origin-regar^fesS' of -race. 

There should' be no need in the records system 
f6r an "all other" categoryVsince it is intended that * 
the above categories be ^ll-inclusive.Mt may be 
necessary t6 include some kind qf "Refuse to 
Indicate" category, but. if so/ it must be under- x 
stood 'that inquiries from the U.S. Office for Civil 
.Rights and the Equal EmploymCTt Opportunities 
Commission will require the institution to acquirte 
the information^Jn some other manner^ and^ra^ 
categorize such individuals Jnto one -of the abo\/e' 
rafcial/ethnic grotips. 'J^ ' . " 

In conniBCtion with the race/ethnte categories, 
the U.S. Officeipi Civil Rights also recommends 
retention of the citizenship/residency status of the 
employee in just.two mutually exclusive categories: . 
1. U.S. Citizens and all other persons. having a ' 
^ 'status that permits themj to' /esi^Je perma- 
^ ^ nently in the United States, and 
2/ Nonresident Aliens; vi^., a person who is in 
^ this country on a temporary basis and who 
*^does not have the right to rem a fn indefinitely. 

A precise definition for notiresident ^lien is 
contained in S 1101(a)(15)(A)'(U of the Unjted,. 
Statea Code, Title 8. Examples of persons with 
nonresident ^lien status^' are individuals in the 
United .States to pul-sue a course of study (includ- 
ing students. in the Department of State exchange 
program) and individuals in this country to per- ' 
'form temporary services or skilled or unskilled 
labor [8.USC(a)il5)tF),(LL),and (J)]. 

It should be noted theft these items represent a 
minimum set required to describe manpower 
resources in ways jniportant fo[ plannfng-they dd^ 
not represent the total list of information items 
necQSsary forall institutional purposes. 

0, Measuring the Amount of ' * 

Manpower Resources ^ ' 

Planning and management uses of manpower 
resoy/ces information require not only the ability 
to describe and categorize such .resources, but also 
the ability to measure how much ^f each of.the 
'various kinds of resources are available for assign- 
ment to various of the iristitution's programs. A 
rough Estimate of the anjount of each kind of man- - 
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power resource available to ^ mstitution can be 
Obtained by simply' counting the ihclividuals'ln' 
each of the" various mafipower resource categories. 
In the final analysis, however, it is not the number 
of mdividuals but the 'amount of tinrw they jj^ 
availaWe' over a giyen. period (such as a*fiscal or 
academic yeari^that determioes the amount of 
manpower resource that is, in fact, avaifable. This 

*^^s a particularly important consideration with 
regard to the manpower resource-categories within 
which part-time appoky^ments are mostcommon;:r 
for fxample, the l^struction/R^arch Profes- 
siona<s category ^Tl\e prevalence of botl\ part-time 
appointments (instructional staff on half-time 

, appointments, adjuTtet appointmefits, and so forth} 
and fulUtime appointments for less than a full 
year (one' semestef, the acadeftiic year, nine 

. months, and so forth) creates a situation in- which 
"counting heads" while disregarding the appoint-, 
ment fraction and period , yields a potentially 
exaggerated picture of^the availability ahd use of 

\ fn&ppower resources. These varying terms and con-^ 

jUrfions of appointment must'bg dealt with if the 
institution is to have an accurate measure of its 
available gnanpower resources. 

There are *a variety of v^'ays to accbmpNsh this 
particular objective, distinguished primarily by the 
leveUo^etall at which the necessary calculations 
are made. The least ..detailed (and probably the 
most* common) method for ascertainitig the 
amount 6i manpower resources availabfe under 
conditio/s where there are varying appointment 
arrangements dependS'On identifying individuals as 
being efther full- or part-time employees and 
calculating the full-time equivalence of the part- 
time employees. The following'table summarizes 
this calculation. 



To complete this table, it is first necessary to 
enter data i« columns (1) and (2)-that'is, to enter 
'data on headcount number of full-time and part- 
time erripJoyegs m each nianpower resource cate- 
goryf^Distinctions between full-time and part-time 
employees are reasonably easy to make^ for most 
manpower resource categories; most employees are 
considered to be fMll-tinje if they work ap]f)M)xi- 
mately 40 hours per week for the full year. lAnti- 
fying whibh of the Instruction/Research Profes- 
sionals is full-time is more difficult since inst'f, 
tutional practice is often such that ^faculty^ 
members with eighty or nine-mor>th contracts are 
considered to bfe >full-time empffoyees ifjhey ar.e 
employed fulf-time by the institution -for that 
eigHt- or nine-month' periods To be consistent, 
"full-tigie" for Instruction/Researfch Professionals 
should be- defined on a 12-month basis alio. TJie 
difffcujttes associated with gaining acceptance of 
this particular convention represent a^severe linrii- 
tation orf tfii^artJcular method for calculating the 
amount of manpower resource available^ and ipake 
^ it necessary for many purposes to use the academic 
year or otKer academic period a'S the planning and 
accounting base. 

Procedures for calculating full-time equivalence 
of the part-time Employees are heavily influenced 
^y the employment practices of the institution 
with regard to part-time erfiployees. If, for 
example, all p^rt-time employees in a particular 
category are c^sidered to be half-time employees, 
the conversi^fn to full-time equivalence is relatively 
straightfoHA^ard. If on ^he ojher hand, part-time 
-employees are employed under widely varying 
arrangements, this conversion must be made either 
on an alm'ost' indlvidual-by-indlvidual basis or on 
the b^sis of an average resulting from an analysis of 



r _ . — '— 

Manpower.Resource Categ9ry 


Number of , 
Full -Time 
Employees 
Headcount 
' (1) * 


Part-Time Em^lo'yoes 


* 

^ Number of 
' 'Full-Time 
Equivalent 
Employees 
n)+(3)-M) 


Numt>er of y 
Employees 
Headcount 
(2) 


Full-Tlme 
Equivalence 
(3) 


'l. Instruction/Re^arch l^rofessionals 

2, Exectitive/Administrative/Managerial 
Professfonals * 

3, Specialist/Support Prolessionals * 

4, Technical* Employees 

5: Office/Clerical Employees 

6. Craftt/Trades Bmployees ** 

7. Service Erfil^oypes 

. 1^ 




• 


^ X . 
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historical data' (for example, 1 part-time arie part-time.^^ Full-time ^nployees are jhose 
employee .33 FTE).. Where budgets and peVco I Is individuals available, for full-time assignment, at 
are computerized, the latter .procedure may be least for the period Joeing reviewed or analyzed, 
.feasible; where Jhey, are not, if the institution is .Part-time employes are those individuals 
• sizeable, it may be necessary to resort to .t^e-^mployed full-time for shorjter periods of. time (less 
former. • • • ^ / ^j^an the pePiod under review) as well as those not 

Several limitations with regard to the use of* available to the institu4on for 100 percent assign- 
full-time equivalent employees as measures of the^ ment even though they may be emi^loyed for the 



amounts^of manpower resoqrces available* are evi 
dent frorfl the above description, f^irst, for certain 
categories of personnjgl'l j[pai:ticularlY Instruction/ 
Research Professional) the definition of "full-time" 
varies and generally is ffot consistent with the term. 



full period. 

For most 'manpower re§purce categories, the 
calcuJation of service-months is v^fy straight- 
forvvjaffd,. consisting simply of counting'the number 
of individuals in a parjiculiar category (for'exa'mple. 



' • ^ — ' w ... « vui.w%jwi7 w^uLii^i^, 

as applied to .other bategories of manpower service) or subcategory within Ithat category (for 

resourc^. Second, there may be wide variations iri example, custodians)-and m^ultiplying ^by the 

tKa . mOnn/MAtrt^ i^ts.t»^^\»^fs.t>. . ^ ^* I . 



the*manpower reso4rces represented"By part-time 
erhploycfes-variations that -can misrepresent the 
situation badJy if averages are used to convert to 
" full-time equivalent.. To oVercont^ 'these limi- 
tations, it is sQggested that the concept of "service- 
months" be utilized as th^ preferable Unit of 
measure of manpower resources.* The following, 
format summarizes^ manpower resource informa- 
tion usir\g this cjoncept. ^ 

To. enter data in this format, it is necessary to 
identify 'tHose individuals in each manpower 
resource categgry who ?^ futl-time and those who 



•A "service^onth" is defined as being equivalent to one 
individual working ft^ll-time -for the period of one mMfth. Service- 
months are calculated by mifltiplyinfl t^e oercent worlooad (relative 
fult-timeness) by the number of monthttrf the individual's appoint- 
ment. examplei^wWQdividual employed half-time for 6 months 
would be the equivalent of " 3 service-months of manp^ower 

resources/Ah individual employed full-tJme for nine months >vould 
be thp equivalent of (1.0 x 9) »• 9 service-months of resource, and 
10 forth. • 



number of months per year (or such other period 
bQing studied or analyzed) full-time employees in 
that category typically- work (most commonly 
either 'nine or twelve in^an institution of post- 
secondary, education). However, there are cate^ 
gories ,of manp^wSr resources, <particularly the 
Instruction/Research Professional category, in 
which employment arrangements^vary widely from 
individual to individuc^L In these cases the service- 
month calculation necessarijy becbmeS almost an 
individual-by-individual calculation. .While this 
tas^^ is time consuming, failure^ to achieve an 
accurate measurement of the manpower r^^urcie's 
represented by these individuals '\vill almost cer- 

'Strictly speakir^, such a distinction ii not necessary to make 
thfs particular calculation. However, for many management pur- 
poses it is extremely usefuMo identify .separately those employees 
who are fulhtime from those who ^re part-time, the primary benefit 
of this method is the latitude it provides insti'tutionl in definitig full- 
timb fc^their own purposes while stilLechreving a measure of rruo- 
power rtsources (servjce-months) that cani>e comparable from ihsti- 
tution ti institution. * * . - ' 



I 



— » 

Manpower Resource Category 


Full-Time Employees ^ 


* * # 

• • Part-Time Employees^ 


> 

Total ^ 
-_^5a£vi«# ^ 
Months 
(2)+14)-|5) 


Heajicoun/ * 

— 


Equivalent 
Service- 
Months I 
(2) 

4- 


Headcount 
• • (3) 


^Kquivalent 

Service- 
Mqnths 
(4) . ^ 


Instruction/Research Professionals 

Executive/Admin istratiye/Managerial 
Professionals 

SpecialisuSupport Professionals 
TechiUcal Emjaloyees 
Qlilc«/Cleric«l Employees 
Crafts/Trades Employees 
Service Employees 






* 


\ 

/ 


• * * 

i 
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D«' Summarizing Manpower Resdurce 
Information . 



tainly reduce th^^effectiveness of the insititution's is, a summary bf ap institution's availa^e man- 
plarfping and r^anagement. ^ * . ^ power resources^ classified according to major 

categories of manpower resources such*as those 
described in Section A-that is, data in the follow- 
ing general form of Format 1. ' * 

By usipg the descriptive data items* suggested in ' \ 

Section B ^f this chapter in. conjunction with More detailed informatig^f about the Instruq- 
general* eateries of manpower resources, num- , tron/Research Profess idrlal^ category than that 
erous d^ta displays can -be developed that are I- included In Forrhat 1 is ^ost 'always necessary. ' 
u^ful in support of the planning and manage- Of particular importance is\the delineation of tljfe 
ment functions at various deWsfon-making l6Vel|^^^btal 'number of Instruction/Research ^^pfes- 
postsecondary education. The most general, and'j^ sionals sen/ice-months bV academic discipline or 
probabjy mo^t generally used, set of informgflbn "sdepartment^as in^Format 2; 

> . . . ' - 



FORMAT 1 /-^ y* * 

Summary of Avaj^jfte" Manpower Reso^urcesj>y*Cajegorypf Resource 



FULL-TIME EMPLOYEES 




Manpower Resource Category 



1n\ructloiyResdkh Professionals 



ExecVaive/Admini^ative/ »^ y , 
Manag^ial Professi^als 



Sl^eciaiist/Support Professionals 



{t echnic al Employees ^ ^ 
«^ / Office/aerical ^m1)tgyees~ 



Crafts/Trades Employees 
/ —A ' % ^'•^ — ^ 

Service Employees 




Equivalent 
^rvice-Mbnths' 



PART-TIME EMPLOYEES 



Headcount 
(3) " 



Equivalent 
Service-Months 
'(4) 



Total ^ 
Service* • 
Wortths 
(2)+(4) ^ (I) 




^Total Instruction/Research 
'Shoutil equal the entry in row 1. column 5. of Forthat 7. 



ERIC 



FORMATS , • , 

Distributjon of Instruction/Research Professionals by Rank, Highest Degree Earned, and Tenure Status 



HigA«st 0«grM Eamtd 

Certificates and 
Diplomas (less than 
one year) 

Certificates and 
Diplomas (more than 
equal to one year) 

Associate Degree 
fttfyp years orvnore)^ 

/Baerthitl^egree 

5irst rr^e&sional 
Degree'^— 

Master's Degree 

Doctora) Decree 

Other (specify) J, 



RANK 



Professor* 



Associate 
Professor 



Assistant 
• Professor 



e$^ 



Instructor/ 
Lecturer 



Teaching or Research 
Assistant/Associate 



Undesigrwted 



Total 



Total 



Tenure Status 

Tenufed 
No n 'tenured 
hot Eligible , 



^Entries typically differfintiated by full-ttrr^e and pan-time employees, Thus^ this entry should conform to row K column 1 or 3, Fomai f} 
depepding on whether the data are related to fulhtipe orpart'time employees, 

^ FORMAT 4 

Distribution of Manpower Resources by Race/Ethnic Identification and Sex Category 











race/eI^hnic id! ntification 








SEX 


RESOURCE 
CATEGORY 


White^' 


Black^* 

f 


Hispanic 


^'American Indian 
or 

Alaskan Native 


Asjan'or Pacific 
Islander 


O 

Nonresident 
Aliens 


All 
Other' 


Total* 


' Male 


Fernale 


Exempt 

Instmocion/ 
Research 




1. • 

. ^ 1 
















' / 


Ei^ecutive/ 

Administrative/ 

Managerial 

Specialist/ 
Support 


7 

« 




> 






i 








V 


N0nexem|)t 

• Technical - 
Offlce/Clericalj 
Crafts/Trades 

^ Service 


* 








*- 

































'^*Non'Hlipan1c in origin, , H* 

**Non'HI^Mnlc in origin, "^^'^ { 
*^Vot9is should 0qu9j entries in colurtiifl* (forfull*tlmei or column 3 (for part-t/me) frdfn-Format V. 



In entering data into^ Formar 2, the g^ral 
process suggested by Format 1 is useful. That is, 
the number Instruction/Research Professionals 
assigned fulL-time to each of the ^disciplines or 
departments is entered and the equivalent dumber 
of service-months is calculated or estimateci. As a 
second' step^ the number of tnstruct|on/Research 
Professionalsjassigned to the discipline or depart- 
ment on a part-time basis (either part-time 
employees or full-tiqrie employees *with appoint- 
ments in more than one department) is entered 
and the equivalent service-months entered. Format 
2 can be constructed at varying levels of detail 
depending on the use; department by department 
data, data for each of the schools or colleges wjthin 
the institution, or according to discipline cate- 
gories identified in accordance with the Taxonomy 
of Instructional Programs. Generally speaking, the 
higher the level of data aggregation, the fewer the 
number of cases in which data about individuals 
will have to be prorated on some basis to two or 
more categories. " 

' Information a^ut rank, highest earned 
degrees, and tenure status of Instruction/ Research 



Professionals, such as that suggested in Format 3, 
is also^ widely used. In most' cases, such data are 
compiled" for full-time and for part-time 
employees, but data are .not entered in terms of 
PTEs or seryice-ffionths. In that sense the datit.are. 
more correctly descriptors of employees ratftter 
than of the resource they represent. 

Finally, data abou^ the sex and race/ethnic 
composition' of an institution's employees are 
commonly required. Format 4 suggests oneway of 
displaying such data. Again, the data are typlGally 
reported separately for full-time and part-time 
employees with ^o attempt made tb report data 
using the more pretise measures of 'manpower 
- resources (PTEs or^rvice-months). 

There are many other ways in which these 
information items can be combined to provide 
insight into the nature of the pool of manpower 
resources' available to an institutit)n of post- 
secondary education. The particular formats most* 
usefuj for arraying this information in a specific 
instance will be determined by the .nature of the 
planning and management context and the 
decisions I5eing addressed . . • * 



» 

Describing the.AllocattDn and 
Utilization of Mai^power 



As noted in Chapter 1, ^allocating manpower 
resources to fnstitutional programs (developing the 
manpower budget) is one df the most important 
functions performed by^jnanagers in institutions of 
postsecondary education, in t||),e course of the man- 
power budgeting process, direction's are set and 
decisions are nnade that significantly affect the/ 
nature, quantity, and.quality of the outcomes pro- 
duced by the institution. And, although the allo- 
cation of manpower resources is an action of 
central importance ^to "an fnstitution, it is not 
commcin pr9ctice'to make explicit thfe manpower 
budget, to monitor the utilization of manpower 
resources vis-a-vis this budget, and to note vari-' 
ations and otherwise anaJyze the budget a^a basis 
for improving the" allocation of' manpower 
resources. When * manpower budgets are made 
explicit, there is seldom any follow-through that 
could , lead^^^o better decisions in future time 
periods. For example, it is not uncommon for 
department chairmen^ to record at least the teach- 
ing assignments of f aulty , if not the full range of 
their assign ments,?t>utjt is muchrless common fpr— 
department chairmen, afte/ the fact, to go bade 
and ^assess how much manpower resource was' 
actually utilize^^ in carrying out the assigned 
' activities, andjto use this information in improving 
the next cycle of assignments. 

Iri short, while manpower budget and utiliza- 
tion data are potentrally powerful nianagement 
d^ices, they have not been incorporated to^any 
sfgni.ficaat extent into the planning and manage- 
mant processes in po^secondary"^* education. 

This Manual repre^nll 'one attempt to suggest 
th6 data (and surrounding procedures) necessary to 
formalize the development of manpower ^udg^ting 
^ and-utilization data as a supportive basi^'for plan- 
ning and management decision making.^'Sectipn A 
oi this chapter is devoted to describing. the neces^ 
steps in the. development of a manpower 



resource budget and a format for displaying data* 
about the allocation of these resources; Section B 
of the chapter deals with the procedures for acquir- 
ing data a\)Out actual use of manpower resources 
and entering th6se data into a format that allows 
comparison ^of planned versus actual resource use. 
Through this mechanism, it is felt that post- 
secondary education planners and managers will 
obtain some of the same kinds of benefits that 
derive from the availability of finance budget and 
expenditure data— specifically, a w^ df periodic 
cally assessing the extent and reasons forjdevia- 
ffon from their planned set of activities^ of obtain- 
ing information that will sug§^est opportunities and 
need for "midcourse corrections," and of obtaining 
insigh^*that Vvill improve the manpower allocation 
decisions in*subsequent time periods. 

On the conviction that the focal point for the 
development^ and use of manpower 'budget's is at 
the departmental level and that effective use at 
other institutional levels must derive from a capa- 
biHty'at,that\evel, Sections A and B are written 
wjth the department being the unit of analysis. At 
the same time? it is recognizecT that data for the 
institution a$ a whole (particulariy manpower 
utilization -data) ar'g" required for institutional 
planning and for repoj^ihg to agencies external to 
the institution.* ' V 

Because institution-wide information is not 
likely to be^ readily derivable from departmental 
data in the near fyture, however, a set of proce- 
dures and data formats designed specifically for use 
at the institutioriShlevel are also required. These 
form the content of Section C of this'chapter. 

A. Describing the Allocation of . * 

Manpower Resourees ^ 

The process of budgeting or atto<Ating4ndnpower 
resources consists of three essential steps. First, the 
total amount of manpower resources of each type 
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to be available for allocatioh is determined (esti- 
mated). Second, the program^ to which manpower 
resources are to be allocated are identified. Finally, 
the available resources are allocated to these pro- 
grams }rj> accordance with the decision maker's 
best, jud'grhent about the amount of each type of 
resource required to .carry out the estimated or 
expected level of activity in each pVogram. These 
three general steps apply regardless of the oVgani- 
national' levels within the institution at which the 
manpower budget is being developed and only the 
amount of detail needed will differ. 

This section treats each of these steps in order. 
First, a means of describing the total amount of 
manpower resources available "for allocation is 
presented. Second, 'a means of identifying and 
categorizing institutional programs no which the 
resources are to be allocated is suggested. Finally^ 
procedures for recording the amounts of each type, 
of manpower resource allocated to each type of 
institutio/ial program are described.' The net result 
is ? manpower resource budget summarized accord- 
ing to the folloVving gene/al Format 5. 

/. Deterrr/ining Resources Available forAlloca- 
tidn. As noted previously, the. first step in the 

* manpower/resource allocation process is. that of 
determinmg the amounts of each- type of man- 
power /esourae to be available during the periocj of 

.time ijnder consideration (that is, the'development ^ 
of /an inventory of manpower resources^ As 
d^ribed in "^Section C of Chapter 3, this'step^ 
involves estimating the number, of serViCe-months ' 
of each of the categories of manpower resource to 
be available for allocation during the/'bXJdget 
period. 

FORMATS ^ 



The determinatiqn (or estimation) of th% total 
anr}ounts of each type of manpower resource avail- 
able for allocation can be either very simple or very 
complex, depending on Jhe personnel and employ- 
ment practi^ces of the institution. The more vari- 
, ation in appointment periods, Ihe greater the pro- 
,\;^ortion of part-time employees, .and the greater the 
variation in '"kinds" of employees (as defined by 
the resource categories to which they are appro-, 
priately assigned),*tbe..more difficult or complex is 
calculating resource availability. 

Table 1 -illustrates the information items 
necessary, to ' calculate the number of service- 
months, of each type of resource available for 
allocaticSi^during the fiscal year. The illustrative 
entries indicate the different levels of detail that 
migHt be dictated by differing employment 

^ practices. •^^ 

f One of the most useful tabulations of service* 
months likely will be on the basis of the twelve- 
month fiscaUyear, since that is the ftrdst common 
time measure used for the input and expenditure 
of other resources. For this reason, tKe illustrations 
alFuse^the fiscal year. However^ other time periods 
may, for some purposes, be of equal or gre)9ter use. 
An institution will, for example, want to know the 
staff input- to the production of student credit 

^hours or program completions during an instruct 
tion-related period such as a quarter, semester, or 
academic year. In such instances, because of the 
wide fluctuations of both input and output during 
the di/ferent academic periods (sach as the fall 
term and the summer session), tl^e tabulation of 

'fiscal ye^i; will not be sufficiently detailed. 



Manpower Respu roes- Available 
""for Allocation, by Category 


1 — ^ 1^ 

Programs v 












1 . > 


o 


<•— « ' < ; : 


1 

* 


^ i ■ • ^ 


* 

♦ 




J ' T ^ 
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Table 1 . Service^Months of Each Type of Manpower Resource Available. ' 



Organizational Unit: Physics Department- 




Period Covered: 




1 


7 / 








Resource Name of Individual or 
Categdry * , Descriptor of Qrouff of Employees . 

(1) • ^ (2) 


Number of 
Individuals 

(3) 


Appofntment 
Period 
(in nrvonths) ^i!P 
(4) 


Workload 
^ Percent 

(5) . 


Service-jyionths 
(3)x(4)x(5) = (6) 



Instruction/ 

Research 

Professionals 



Technical 



> Office/ 
Clerical 



J. Brown (Academic Year) 

" " {Summer) 

F.Owens 

8. Franklin 

D . Gray 

J. Selby 

R. Murphy 

L.Keller 

1^. Pettit ^ 

F.Morris • 

K.Doer 

S. Cole 

Graduate Assistants 

SUBTOTAL FOR CATEGORY 

* Research Technicians 
Summer. Assistants 

SUBTOTAL FOR CATEGORY 

Departmental Secretaries ' 
SUBTOTAL FOR CATEGORY 



' 1 
1 
t 

,^ 

"l 
1 
1 
1 
1 
1 

1 ^ 



3 
6 
12 
12 
9 
12 
9 
10 
12 
12 
9 
3 
9 



12 
'3 



^- . 12 



1.00 
.50 
.50 
1.00 
1.00 

.gb 

1.00 
1.00 
1.00 
1.00 
1.00 
1.00 
.50 
.50 



1.00 
1.00 



1.00 



9.0 
1.5 
3.0 
12.0 
12.0 

12.0 
9.0 
10.0 
12.0 
t2.0 
9.0 
1.5 
31.5 

139*0 

24.0 
12.0 

•36.0 

3e.o 

36.0 



* Additional distinctions can be made here If deemed appropriate. 
Assistants" and **Ail Other Faculty" within the Instruction /Research 



example, it may be appropriate to distinguish between "Grsiduate 
fesslona/s category. 



As indicated by the Illustrative entries in Table 
1, where approintment periods and workload per- 
centages widely/the calculation of resource 
availability becorn^ almost an individual-by- 
individual ,palculation (as illustrated by the entries 
in the Instruction/Research Professionals cate- 
gory). On the other hand, where air individuals 
^ wi\hin a resource category have similar appoiht- 
^|pent periods and workload percentages, the 
service-months for that group of individuals can be 
determined thjoUgh r single ^calculatidh (as illus- 
trated by the entries in the Office/Clerical resource 
category). Betweea. these two extremes li^s th 
situation In which. there are a limited num^r o^ 
'employment arrangements that apply to all indi- 
viduals 'in a resource category. In such circum- 
stances, a calculation of eaph group of individuals 
having similar appointment periods is required (as 
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illustrated by the entries in the Technical resource 
category in Table 1)..When calculating resources 
foji^^the institution as a whole or for a major 
subynit thereof (such as a college), Jt^J^ally is 
necessary to deal with groups of employeds^, 
avoid individual-by-lhdividual calculations.^ . 
' The subtotals illustrated in Table 1 represent 
the total amount of each"^pe of manpower 
resource available to the specif ie^^ organizational 
unit for allocation in the fiscal year (or other 
period) under consjderatior^. As such, they repre- 
sent also the infonpation to be enterectlh the first 
row,pf Format 5 on^ page 26. *^ v 

2. Describing and Categorizing Programs. Hav- 
ing determined the amount of each type of man-, 
power resource available for allocation, the next 
step is to describevthe array of purposes to which 
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FORMATS , / . 

Planned Allocation of Manpower Resources to Programs 



' • Service'Months 
Manpower Resource . Available 

— ^ . 


Programs 


Instruction/Research Professional 

Executive/ Administrative/Managerial Professional 

Specialist/Support Professional 

Technical ^ ' 
Office/Clerical , ^ . . 
cl;^gfts/Trades 

Service ' * ^ 


139.0* 
























36.0* 








36.0* 








.0. 








•0. 









*From subtotals. Table l^-entnes in service-rponthi. * 

these resources couldybe put. there undoubtedly 
are numerous ways of describing arid categorizing 
tU^ purposes. For a variety of reasons, they are 
defined in this document in terms of the ^current 

.version of the NCHEMS Program Classification 
Structure (PCS). The PCS is basically ^ hierarchical 
structure, thus allowing description [of those pur- 
poses to which resources might be alfocated at 
whatever level of detail is most appropriate! 
FurtNn, it is intended to' be an exhaustive list of 
prpgrams— thus,*there should be a way of describ- 

•ing almost all programs of interest to an insti- 
tution. Finally, it should also be us^^ as a means 
of c£^tegorizing infoij^fation on the allocation and 
use of those kinds of resources (specifically finan- 
cial and facilities resources), thus providing a 
mea^s for linking, the manpower budget to, for 
example, the finance budget. * 

ipie Program Classification Structure identifies 
eighjt' major programs as follow?: 

• Instruction ' 
.# Research 

• Public Service- 

f Academic Support 

• Student Service 

• Institutional Support 
- - Independent Operations'^ 

" . • Student Access 
WitJ|jn each of these main programs, the PCS. pro- 
vid^ several additional levels of detail. The general 
strimtbre of .the PCS a^ described by programs and 
thew" respective subprograrlns is shown on jjage^?. 

The definitions *of the main programs .are 
included jh Appendix C. The NCHEMS Program 
Clarification Structiire has been revised to extend 



its applicability to users throughout postsecondary 
education. For a complete discussion of the revised 
NCHEMS Program Classification Structm-e, refer to- 
the document titled Program Classification Struc- 
ture (Second Edition), Technical Report Number . 
71, 1976. ^ . ' . , , ^ . • 

The format for ^describing the allocation of 
manpower resources that results when the Program 
Classification Structure is used as the means for 
categorizing program^s is shown on page 28. 

3. . Rejcordwg Allocations of Manpower 
Resources to Insututianal Programs. In'^ny bud- 
geting prpcess, it is necessary to determine the 
resources'^vll^le for allocation* and to identify % 
those programs or purposes* to which th^se'/ 
resources must-^be distributed* The most "Significant/ 
aspects of the resource allocation process, howeVjrj 
are reflected in the decisions that deternpime ,tJlb| 
specitic amounts of each of the^ various types of 
avai!aBj«'resources to be allocated to each prpgraW 
The balance of this section ts devoted to descVibing 
.the procedures for recording the results of those 
decisions. , * ^ 

Again, the procedures to be described are 
patterned largely after the. process itself* In some 
cases the allocations to programs'may be almost 
^automatic and^ the procedures for r^ording these 
^locations are direct and simple, J n other cases, 
both the allocatidns and the associated descriptive 
procedures become much more complex, with the 
fc^u^ being placed on cbnsidefations of the assign- 
ment .of specific individuals to specific programs. 
^ In the simplest cases,, all the^ manpower 
resouroes (or all thtf resources«^dT a particular kind) 




Z5 — 

RESEARCH 



1.1 G«n#ral Acadwnic 
Imovction 
{D««rarr«4Mtd) 

Irmnjction 

1J VocationtI/ 
TMhnkil Imtruc- 
uon (0««rtt- 



2.1 institutntnd 

R«M«rdi Canttn~ 
22 IndivNtiMlor 



yA R«qMiiitt Prtpir»> 

InSmiction 
tS GMMralStMliM 
(Mondagrt*) 

1A OoCUpMMMWtlMtd ^ 

InstfuctioA Won- 

1.7 Social ftolM/lmtf • 
action Innniction 

1J HodwinbFamtry 
Lift Insmction 

indUitMrt 

Inttruetion 



3 ? 



REVISED 
PROGRAM CLASSIFICATION 
STRUCTURE 



'PSE ORQANIZATtONAL ENTIi 



PUBLIC * 
SERVICE 



3,1 Oiract PtMnt Cart 
X2 HMJihcWSup- 

poctfM SamcM 
X3 Cofimunity, 

Sarvion ^ 
XA Cooparattvt Exian- 



U PoUic Broad- 
catwif Samoat 



— IT — 

ACADEMIC 
SUPPORT 



4.1 bbrary Sarvicat 
A2 MuMwmind' 

Gallarlts 
4J EduMMnal MMlta 

44 AcadanucCom 
jgwtirif Support 

4 J Anotlary Support 

4A Acadamtc AdAMTus- 
tration 

4.7 Courwavd 
Cumoulufi) 



4jI 



"EC 

STUDENT 
SERVICE 



5.1 Studant Stfvtca 
AdrtMAistrafiOA 
Social and Cultural 



SJi CouftMltngand 

Caratr Gmdanca • 
5.4 Studant Haalth/ 

Ma di cal Sarvtots 
SjS Studant Auxiltarv 

Sarvioft 
fj kittrcollafiata 

Athlatict 



«.0 



INSTITUTIONAL 
SUPPORT 



• 1 Exacurivt Martaot 

5.2 Financial Martaot 
m«nt and Optra- 
tiom 

•J Gtntral Adminiv 

trationtnd 

Logistical Strvice 
6.4 Adrmnntrativt 

Computma Sup 

port 

PhytKtl Plant 

Optratton« 
fjft Ficultv vtd'Stalf 

Aumltary Strvktf 
6 7 PuUkRtlationt/. 

Ot M lopfAant 
M Studant Racordt 



T5 

INDEfENOENT 
OPERATIONS 



8.0 

STUDENT 
ACCESS 



7.1 li« 
Optratiorn/ 
Inttitutional 

7.2 Indtptndant * 
Optrationt/ 
Exurnai A^^enciti 



•wl Studant ftacfuit 
mtntand Adrmv 
Sioni 

6.2 FmarKial A«d 
Adnwnrttration 

•J Scholarthipi 

M FtUowihipt 
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7^-^ 

INSTITUTIONAL PTOGRAMS* 


\ 

< 


• 


^ManpC^r Resources Available 
lor Miiovaiion, Dy Category 
. ^ ^ JV ^" ' ' 


Total 


1.0^^ 
Instruction 


^ 2.0 " 
Research 


. 3.0 
Public 
Service 


4.0 
Academic 
^ Support 


Student 
Servic* 


6.0 
Institutional 
Support, 


7.0 

Independenf 
Operations 


8.0 
Student 
Accfss 


InaJluction/Research 
• ProAssionais ^ 


139.0 


















Execulive/Administrative/ 
Managerial Professiopals 
















- 




Specialist/Support 
Prbfessional* . 


. -0- 


















Technical , 


36.0* 


















i?ffice/Clerlcal ^ 


36.0*^ 
















« 


Crafts/Trades- * 
Sirvice ' . • 


•0- 
•0- 


— ♦ 










— 4 ^ 


^ * 1 





* Additional detail within the PCS should be^sed as necessary. 



, available to the individual organizatioo^Kunit with^ 
in the institution are assigned to a single program/ 

'-^^ Referring to the illustratio'n summarized in .Format 
5, rf all the technical manpower resources .(^6.0 
service-mo/iths) were to be allocated to a single 
program (for example, Research), both the allo\ 
cation decisions and the recording thereof vvould 
be quite simple^ Slightly more complex, but stiH 
-relativery simple, are th6se situations? in which 
, manpowerVesources of a particular type-.are allo- 
cated to more than one program but in which the 
allocations arfe mgde 1)y aJlocating all of certain 

■ individ,uals' time . to selected pi^ogrami. Again 
refer^ing to the previous illustration, if clef^jal 
resources are to be- allocated to instruction and 
research ^ prograrfis such' that two pf the indivi- 
duals conce/rled are allocated to the instr'ufetion 
program and one individual to^ the re'^rch" pro- 
gram, .the/ allocations are reasonably e^^ 'to 
describe. ^ ^ " - ^ ' / 1 . 

Probably most difficult are those situations in 
which both the resources within a particular cate- 
gory and the time of a single individual with in that 
category. are divided among multiple programs* 
Thi| situation is most prevalent in (but is riot 
limited to) the exempt categories, and particularly 
in the Instruction/Research Professionals category. 
In such cases, the dedsion maker concerned with 
the alloca^bn of resoles has two choices-either 
allocate the resource^ on the basis of some gene- 



rally held criterion (% ^or instruction, for 
research) or rfesort -to what amounts- to an 
individuahby-individual allocation process. The 
selection of allocation procedure^ will be influ- 
enced, of course, by the cjegref to which budget/ 
personnel/finance data and records are mecjl^anized 
ana*linked. TJius, if the records can]?e called upon 
easily to display the division ofi^aff ^im^tween 
the instruction, and research budgets, fdr mstance, 
an indjyidual-by-individual -allocation J^^.feasible. 
I nstitiJtionalv operations demand that each inclivi* 
du^F be assigned to spMBcific duties and programsr 
the only -question is whether these specific assign- 
.ments become a consideration in the planning and 
budgeting process or are riot considered in detail 
until classes meet in the fall; 

The following kind of workshee^ can.be used 
to record individual resource allocation decisiorlf * 
prior 'to sumcoadzation in a format su^^Tas that 
indicated|by Fomiat 5. 

^uch data can be summarized as shown in 
Table 3 below by aggregating the data io columns 
4 and 5 from Table 2 for each 'category of man- 
power resource. ^ 

The data inj|able-3 (or the data in Jable 2 in 
greater detail) represent a budget of-a plan for the 
use of-the manpower resources in a single depart- 
ment. In the following section, procedures for 
acquiring data about the actud/ use of these 
resources will be' descjibed. ^ 



Table 2/ Allocatio n of M anpower Resources tcp Programs. 
Organlzationbt-W^t: Physics Department / 



i 



riod Covered: 



^Resource 
Category 



Resouree to be Allocated 




DescriptI 



Amount 
(2) 



Allocatidn 



Program Name 

: (31 - ■ 



PCS Code* 
(4) 



Amount* 
(5) 



Technical 
Employees / 



Office/Clerical 



lostruction/ 
/'Research 



All resources.in 
Technical Employee 
Category 

Departmental 
Secmanes 

J. Brown - 

F.Owens 
B. Franklin 

D.Gray 

J Selby 
R. Murphy 
L. Keller 
Pettit 
Morris 



K. Dc^er 
S. Cole 

Graduate Assistants 



36.0 

36.0 
♦ 

10.5 

3.0 
12.0 

12.0 

45 
12.tf 

9.0 
10.0 
12.0 

12.0 
10.5 
31. 



Nuclear. Research 

Physics Jnst. 
Nu&lear Research 

Physics Inst. ^ 
Nuclear Research ' 
Physicsjnst. 
Physics Inst. 
Student Counseling 
Physics Inst. 
Nucl^r Reseayh 
Physics Inst. . 
iPhysics jnst ^ 
Phi^ics Inst. ' 
Physics Inst. 
Physics Inst. 
Molecular Research 
Research OifiCe 
PiTyslcs Inst. * 
MoTlecular Research 
Physics Inst. 
Audiovisual Services 
Physics Inst. 
Nuclear Research 



2.2.1 904« 

1.1.1902 . 
2.2,1904 

1.1.1902 . 

2.2.1954 

1.l!t902 

f.1.1902 

5.3.0000 * 

1.1.1902 

2.2.1904 

1.1;19d2 

J. 1.1902' 

1.1.1902 

1,1.1902 

1.1^502 

2.?.1903' . 

6.1 .0000 >^ 

1.1.1902- 

1^2.1903 

lj.1902 

4.3.000d 

1.i.19P2 

2.2.T^04 



36.0 

24X) 
12.0 

9.0 
1.5 
3.0 
6.0 ' 
6.0 

10.5 
t.5 
4.5 

12.0* 
9.0 

10.0 
3.0 
3.0 
6.0 

y 9.tf 

3.0* 
6.0/ 
■ 4.5 
22.5 
9.0> 



*Bxf)reised in service-months. * 
Level of detail can, be modified accost ng to intended (/fe of data. 



Tables. Summary: Allocations of Manpower Resources to Programs. 



« - 



Organizational Unit: Physics Department 



Period Covered : 



Mdnpower* Resources Available 
for Allocation, 
by Category 



Total 



1.0^ 
Instructfon 



2.0 
Research 



3.0 
PubYtc 
Service 



Instituffonal 'Programs * 



4.0 

Academic 
Support 



5.0 
Student 
Service 



'6.0 - 
Institttfotjal 
Support • 



7.0 
Independent 
Operations 
4 



8.0 • 
Student 
Access 



Instruction/ Research 
Professionals 

ExecMtive/ Administrative/ 
Managerial Professionals 

Specialist/Support 
Professionals 

Technical 

Office/Clerical 

^-Crafts/Trades 

Service 



139.0^^ 



•0- 



36.0 
36.0 
•0- 
-0- 



104.5 



18.0 



, 4.5 



6.0 



24.0 



36.0 
12.0 



— $ 



'Additiondfd^il within the PCS should be usedai necessary. 



B. Describing the Utilization of 
.Manpower Resources 

The discussion in Section A of this chapter dealt 
with the allocation or^ budgeting ^-x^i manpower 
resources. Because of the focus on a future time 
period: ^ . ^ . ^ 

s • the ^ calculation of resource availability 
. .reflects expectatipn, and 
• the allocation of resources to programs 
represents*^ an a priori plan for resource 
utilizatiom 

For a variet| of reasons an organizational unit 
may not actualy have available the amount of 
resources it , expects to have. Similarly,- the orga- 
nizational unit may ^n^^ually utilize its 
resources in the way envisfroned at the- time the 
allocation plan is prepared-individuals may be ill 
for extended periodsW time, expected funding for 
research may not be forthtoming, individuals may 
be promoted, and so forth. Some of the variation 
"between the planned and actual allocations of 

^ resource^ill be^the result of intervening decisions 
made in response to unforeseen " problems or 
opportunities. Some ^deviation from tfte plan may 
result from "poor" planning-certain (activities 
may just have required more resourcfes than 
anticipated. Whatever the reason, it can be 
expected that the actual utilization of "manpower 
resources .will not be exactly the same as that 
envisioned prior tathe beginning of the fiscal year. 
For planning and management purposes within 

.an institution of postsecondary education, it is 
extremely valuable to obtain information con- 
t:erning the actual utilizatipa of manpower 
resource "budget" developed prior to the fiscal 
year. Much can be learned from investigating the 
differences found between planned and actual. For 
example, such compa/isons provide some b^sis for 
monitoring organizational adherence to the pursuit 
of agreed-upon obiectives. To be sure, minimum 
deviation between manpower budgets and actual * 
utilization of manpower resou reps does not enfer:© 

^ that an ins?titution's objectives are being met. vjlde 
discrepancies, however, do suggest the possibility 
of deviation fi:om thp objectives* stated at the time 
the budget wqs prepared. If wide discrepancies, 
when more thoroughly investigated, reveal no 
departure from pursuit of stated objectives, a dif- 



ferent kind of important information is obtained— 
infoxmation that can aid in improving the*plan- 
ning and budgeting process in the following cycle. 



To obtain the ntaximuig^^^fdvantage from man- 
power data, therefofe,^t is necessary tha^data on 
the actual utilization of manpower jfesources as 
' well asinformatioh on the allocatjpn (the plaqped 
utilization) of these resources be made. available. 
This^requires (1) that data be avail^bl^ffncerliing 
the- actual ampunt of each type of manpower' 
resource utilized by the organization and (2) that 

• data be acquired to describe the actual utilization 
of these 'resources within the various programs. 

7. Determining Resources Actually Utillz/ed. 
The process for determining actual amounts of 
manpower resources utilized by an institution or 
department during a specified (past) period of time 
is directly analogous to the process described in 
Secfion A of this chapter for calculating resources 
expected ^0 be available for allocation (in a future 
time period). While a calculation ^of expected 
^resource .^availability Is based dn estimates of the 
future, the determination of actual amounts' of 
resou rces u ti I izeff . cirTbe^ baseB^Oata' av^Ifable^ 
in institutional records. Thus, the determination'of ' 
resources utilized becomes a matter of compilin^!^* 
and aoaiyWng available' data rather than of estj- 
mation-dr projection. . ^ ^^ 

To detemiine theiactual amount of each typ^ ' 
of manpower res66rce utilized over 'a period, of 
^ time, it is necessary to ascertain: 

The individual employed during that period 
of time. ^ ^ ' • • ' 

b. The institutional manpower resource category ^ 
for each of these individuals. 

c. The number of service-months" foceach indlvi- 
dyal. fl, f 

Again, the actual procedures to beTollowed in 
compiling this information may vary from insti- 
tution to 'institution, depending largely on the 
fiords available. In some institutions, the payroll 
and employment gfcprds may be sufficiently com- 
plete to yield these dita directly with very little, if ^ 
any, additional analysis being required. At other . 
institutions, obtaining the clata may require^ con- 
^iiderabii^ additional effort. Ii^ almost all cases, how- 

* ever, it -is anticipaled that;sufficient ihfbrmation to 



identify the individual! employed during the 
period of tioje under consideration and to^indicate 
the amount of time they were employed>ran be 
obtained from payroll records, personnel records,* 
or from employee contracts (the latter for^ 
Instruction/Research Professionals). The assign-* 
ment of' employees to nianpower resource cate- 
gories should be available from similar sources. In 
the absence of all other sources of information, 
department chairmen and heads of other organiza- 
tional units can be asked to provide the missing 
information. At the* most detailed' level, the 
requirement Js for completion of a format such as 
that illustrated in Table 1, with entries in the form 
being actual,' rather than estimated or expected, 
^ data. 



both the amounts of njanpower resources actually 
utilized and their distribution to the various pro* 
grams within the organizational unit. That js, there 
js the need to acquire information of the kind 
shown in Table 3, with entries reflecting actual, 
rather than planned; utilization, of the resources. 

While the data requ i red to calculate the 
resources actually available and utilizofJ ^typically 
are obtainable from institutional records (or are- 
otherwise quite • readily derivable), information 
about the actual distribution of these resources 
to programs almost always must be specially pre- 
pared. In some institutions, accounting records are 
detailed enough to provide these data, but such 



>cpses are clearly in the minority. To obtain this 
rRegardl^ss of the' procedures followed, the ^om^ ^o^"? ^P^^' data acqm^ 

' the actual ^^^^^^ almost always is required. This effort i^ 
typically one of two varieties— the department 
head may be asked to describe Row the resources 
available* to him or her were employed, or the 



objective should be to determine 
amount of aach type of manpower resource 
utilized by the department" for the time period \ \ 

under consideration. Because these data have uses*4^ J ...... . ^ . 

that require their comparison with data about -^^^'^'^"3; employ^^^^ 
manpower resource^'budgets" for" the same period 
of time, it Js-appropriate to display actual' data in, 
the same format. • ' . , " 



they used their time. In the first case, the depart- 
mervt head might provide information in a 
gefneral form like^at suggested by Table 4. 



2. Describing the Resourced Utilized by Each The entries of this kind clearly are estimates 
Program^ A. complete' ptcture of manpower based on the department heads' knowledge of hovy 
resource utilization requires a determination -Of individuals used their time. 



FORMATS 

(Showing Service-Moqths of Each Type of Manpower Resource Utilized) 



Organizational Unit: 



Period Covered: 



Manpq^r Resource Categories 



Total Utilized 
by Category* 



PROGRAMS* 



1.0 
Instruction 



2.0 
Research j 



3.0 ^. 
Pijblic 
Service 



4.0 
Academic 
Support 



5.0 
Student 
Service 



6.0 
Institutional 
Support 



7.0 
Independent 
Operations 



8.0 
Student 
"Access 



Instruction/Resea/ch 
Professionals > 

Executlve/Admrnistrative/ 
Managerial Professionals 

Speciafist/Support 
Professionals 

"Technical 

Office/Clerical 

Crafts/Trades 

Service ^ 



(. 



^Entries in serv/c^ontht. 
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Table 4. Utilization of Manpower Resources by Programs. 



Resource 
Category 


Resources Utilized 


* ^ 

^distribution 


Description 
(1) 


Amount* 
(2) 


Prograr/i Name ' 
' ^ (3) , 


PCS Code**. 
(4) 


Amount* 


Technical Employees 

\ ' ' pff Ice/Clerical 

In St ruction /Re^seaiiph 
Professionals 


All resources in 
Technical Employee 
Category 

Departnrrental 
Secretaries 

J. Brown 

i • 

Etc. , 

* 


36.0 ^ 

36.0 " 
9.0 


V 

J^uclear Research 

Physics Inst.*^ 
• Nuclear Research 

Physics Inst. 
Etc. . 


2.2.1,904 

1.1.t902 
2.2.1904 

1.1.1902 


§6.0 

21.0^ 
15.0 

9.0 



* Expressed in service-months. 
* * Level of detail can be modified according to intended use of data. 



If individuals are asked to report how -they 
' used their time, some more formal, jnechanism 
generally is requi?ed. OnjB? possibility is self- 
reporting Jjirough use^af a so-called faculty activity 
f* report.. Such reports require that individual faculty 
I members report the^numbef of hourstper week (or 
percent of time) they devote to different kinds of 
:^tivTties'and to different nnstitnltional programs. 
These individual reports: yield tiata that can be 
summaFized^n a format such asT'tftat suggested by 
Format 6. whi,ch follovvs. Procedures and forms for 
k conductmg faculty activity analyses have been 
developed by many institutions agencieV One 
such set of forms* and procedures that is parti- 
cularly ^appropriate ^fbr acquiring information 
about the utilizatioa ^df manpower resources, by 
• InstitutionaT programs ^has , been developed ^y 
NCHEMS and is' described in a publication 
entitled Faculty Activity ^Analy^ik Proc^ures ^ 
ManuaL* It should be noted that these more 
elaborate procedures for acquiring^ manpower 
resource utilization data pertain ^pj;imarily* ta- 
. Instruction/Research Professior>als. • While it Js 
necessajy to acquirje similar infoimation for other 
- categories of manpower resources, the procejdures 
4iormally used will be much less complex. 
. Regardless of the procedures iollow^d for 
acquiring these data, they should be displayed in a' 



•Laonard.Romney/1973j, 



format similar to Table 3 to facilitate comparison 
of information aljout planned and actual resource™ 
utilization. ^ 

r 

C- Summary infotmation About 

Resource OtiNzation ^ 

The previour^tion dealt yvith utilization of man- ; 
power resources from *the perspective of the 
department^ chairman or other institutional admin- 
istrator wh|D requires detailed informatibn. Ror 

^ many purposes^ particularly for reporting to exter 
nal agencieSjiySummary infomiation is required. In 
almost all siich, cases, the emphasis ^s on actual 
.utilization of manpower resources rather than qn 
the assignmept of those resources; any comparisons 
of data are relative to utilization ip, previous tin^ie. 
periods. Ttie data poKected are very simila r to 

^ those described in the previous section,, the pri- 
mary difference being ^|hat they are^lected from, 
the instrlution as 'a whole rather >thanNfor "a unit 
within the institution. Because most institutions 

^^are not yet in a position to ^nefate'ins^ution- * 
wide dtta^by aggre^ting data from jjidivldnal^ 
units, this section has been added to suggest vyays 
of generating summary information for the insti- 
tution directly. - ~i . ' 

\h^re are two general kinds*jof sunimary^data 
about manpower resource utilization that tend'to 
be collected on a more or less regular basis. First, 
there are very gpni^ral questions al^ut the u^iliza^ 
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tion of all manpower resources available tOi an 
institution. More specifically, data are rcoJIjected 
abouJu^mounts of .each majorv^ategor^-of man- 
power resource available to an institution and the 
distribution of those resources to iristitutioriak 
'programs. Second, more detailed data are collected - 
about* Instruction/Research Professionals. In this 
case, >questions of distribution df Instruction/ 
Research Professional j-esources to disciplines or 
fields of study and to institutional programs are 
nribst prevatent. \he balance of this section is 
devoted to a presentation of the types of formats 
most frequently used in conjunction with develop-" 
iog summary information -about manpower 
resources for reporting to external agencies and to 
a brief description some^of the procedures for 
entering data into these formats, ^ 

/. Summary Information About All Manpower 
Resources. -' Format 6 below represents One way of 
presenting highly summarized information about 
the utilization of .an institution's manpower \ 
resources. Even more highly-summarized informa- 
tion can be achieved by combining information 
qbout TechnHcal^ Office/Clerical, Crafts and Trades, 



b. 



AILemployees of*tHe*institution are categorized 
into one'^and onl-y one) ot the manpower* 
resource categories, v • , ^ ' > 
Withir> each category, employjees are differen- C 
^ .tiated as being either full-time or part-time ' 

. .^employees, ^ ^. 

c. The amount of manpower resource each 
category is calculated (measured eKher in terms 
of FTEs or, as suggested th the Manual, in 
sprvic^-months). lyiost institutions are not yet 
in a-ppffl^ *to perform this calcuJation on an 
indii^OTaK^indivldual , basis. A generally 
acceptable 'prdbedure calls for^SssuQjing all 
full-time employees in a given -category repre- 
sent a similar amount of manpower resources 
(1 FTE, 9 or 12 service-months, for^ example) 
and, likewise for all part-time elfiploy^es (.33 
or .50 FTE, 3, 4, orTl service-months). The 
particular value selected- depends on insti- 
y.tutipna! practice. ^ 

The process for estimating and reporting the 
distribution of each category of manpower 
resources across institutional programs typically is 
relatively more difficult. Available records' are t8o 



and Service-manpower resources intb^rsir)^e figure seldom directiy supportive of this process. As a 



repriJsent'ing all nonexempt employees. 

The procedures for devel9ping the data to be 

entered into this format consist eissentially of two 

steps; first, the calculation of the arhount of man- 
" power resources of each category utilised (filling 
. in the first column of the format), and.' second, 

distributing these totals for each category^adross 



result, Tnstitut'^ons generally must estimate and 
piece together data of various'kinds to arrive at an 
estimated distributio/i of, manpower resources to 
programs. Sincp most nonacaderpic departments 
can be linked to a single 'institutional program 
(physical pl^t and purchasing to Program 6.0, 
Institutional Support; library to 4.0, Academic/ 



institutional programs. The^ procesis for estilnating » Support; and so forth), it is possible to identify 

the amount of i^ources of each category utilized quite r^^aUy.all departments, contributing tb 

during a year is very -much as described in' Chapter each prograni, calculate ^he manpbwfer resources^ 

3; that is: , j = . available to 'those departments, and enter that 



Summary of Manpowjer^ F^source Utilization by Institutior^al Program 



Manpowf r Resource Cdtegonec 


Toty Available 
^ Category 


INSTITUTIONAL PROjSrtAM^', , ' ' . 


1.0 
Instruction 


2.0 . 
Research 


• 3.0 . 
Public 
Seryice 


4 .0 ' 
Academic 
Suppoct 


5.0 
Stud^t 
Serviw^ 


6.0 
Institutional 
Itlppport 


,1.0 ! 

Independent 
Operations 


8.0 
Sttident 
'A^e& 


Executiv^/Adminisfrative 
Maits^eridl 

tnstruction/Resea^h 

SpeciallstASupport ' 

Technical 

^ r-r — ^ 














\ 

1 


? - J 
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data in the appropriate rows and columns. In 
other departments (typically the academic depart- 
ments), the one-tOi'pne relationship between 
departments an8^^Fogr.^\ms is , much less likely to 
hold. In such cases a means for estimating distri- 
bution of manpower Resources is required. In 



tributiqn of these resources to disciplines is seldom 
straightforward. The preferable procedure would 
call for the manpower resources available to each 
department to be calculated with the resources 
represented by '^individuals, holding multiple 
app6intments being distributed to more than one 
those irfstitutions- where' faculty activit\^ analyses department. In many institutions, this procedure 



ar^ regularly conducted, the data collected in- that 
process provide an excellent basis. In the absence 
of such data, a distribution of manpower resources 
on ba^is pf financial expenditure data is com- 
mon (if academic department expenditures ace 8& 
percent for instruction and 20 percent for research, 
the manpower resource utiUzation is assumed to 
.be the same). ^ ' 

2. Summary Information about Utilization of 
Instruction/Research Professional Resources. In* 
addition JO summary information about the utili- 
zation of all manpower resources, there are recur- 
ring requests for additional information about 
utilization of Instruction/Research Professional 
/esources. These .requests most commonly t^ke the* 

^ general form of Format 7. ^ 

In this case, the process for entering data iJfto ' cures that can be used * in developing data for 

this format is a three-step process. First, the total reporting manpower resource information to exter- 

_^ amount of Instruction/Research Professional man- oaj agencies has been presented in Section C of this 

power resources utilized is calculated. Second,^ chapter. In preparing this section, an attempfhas 

^distribution of those resources to disciplines js been made to r^ognize the current data Jimita- 

^ade. Finally, a distribution of the total resources tions of most institutions and to suggest certain 

available jn disciplme? to functions or programs is estimating procedures that can be used t<f'over- 

..made, finally, a -distribution of the total Ins.truc- come these data deficiencies. It is anticipated that, 

' tion/R^arch Professional resources utilized as the concepts included m Manual become 
during^ie period are the^same as those described..^ more ^widely accepted-'^^hd lised, more dat^ for 

In con'jQhc^ withr the previous format tin fa6t> ' reporting purposes will be avirflable directfy frdm- 

thAynrv/^f coliSjtin^^in Format 7 should be the info/mation systems ahd fess estimation 

$ame a%xthe surpVqJ^^w 2 i,p Forniat 6). The dis- requiredr^ , ^' 



is not feasible, the optional procedure then being 
one based op dat^ {Jerived from payroll systems; 
that is, individual-by-indivrdual assignments to 
disciplines are made (and promotions calculated) 
on the basis of data for'a^particufar payroll period. 

Again, the distribution of -resources to func- 
tions or programs tends* to be th^ most difficult 
step. If faculty activity analysis data are available,, 
they are a preferable basis for making this c^is- 
tributioi^'. If pot, the distribution can be made on 
the basis of either expenditure data as described 
above or on tfie basis of estimates of tb&^stri- 
bution provided by department chairmen. pStt^^ of 
"these estimating techniques are ct)mmc 

Summary. . A brief description of proce- 



F0RMAT7^ 





' Functions (Programs) 


Discipline 


Total IJ^arces Available 


' Instruction 


Reseanch ^ 


All Other 


0100 Agricfjiture 
0200 
0300 
WOO 
etc. 




• * 

1 




0 


TOTAL ; I 








• 
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Managing tbe Manpower Resource 

(bescribmg Assignments and, Activities) . ^ 



Two previous chapters of this document dealt with 
,de*ribing fnanpqwer resources "available ^ to an 
institutioa and with describing the allocation of 
^these resources to institutional. prbgr^ams. For pur- 
<poses of describing the general resource picture at 
the institution and conveying this picture to exter- 
nal audiences) \hB definitions Bnd display formats 
presented in these^previous' chapters probably are 
sufficient. For purposes of jristitutionafof depart- 
mental management, the information items sug- 
gested in these chapters are fundamental, and nec- 
essary, points of departuffiv While necessary, these 
data items are ^ot sufficiji.t to sbpport the plan- 
ning and nnanagement functions within the insti-' 
tutlon. Ta actually allocate manpower resource 
and monitor l^rr utilization at least enough to 
ensure efficiency and effectiveness of operation at 
the intra-insfitutional level, it is necessary to go 
one step^ beyond the point previously describedj- 
the next* step being to identi^ the specific actiy,- 
ities to j^icn individuals in tTje various manpower 
resdurce'categories have been assigned. 

By following the procedur'es described in the 
previous chafjters, information is*obtained concern-' 
ing the amounts of each category of manpower 
resoWce allocated to, or utilized each of the 



various institutional programs. For example, it is* 
possible to' describe the amjouot. of Instruction/ 
.Research Professional manpower used by the 
Instruction programs (the entry in the shaded area 
in the following table). * - . * 

'At the intra-institutional, level, however, it is 
'not sufficient to deal at this level of generality. In 
tjialcing facufty assignments, the department chair- 
man does not assign. Professor X to the Instruction 
'program; rather Professor X is assigned to teach a 
particular co^iirse, to carry out academic program 
advising activities, or to develop a new curriculum. 
Jt is at this more specific level that manpower 
resources are allocated within the institution; It is 
at this more detailed level that information about 
the actudi utilization of manpdwer resources must 
be rfiade available if it is to bie of use in improving 
the 'resource aUocation process within an institu- 
tion or a department. Only bty understanding, in 
some* 'detail,.^ the ways in which manpower 
resources acta^ly are being used can the depart- 
ment chairman .or other in?titutio|ial administrator 
make adjustments that will result in improvements 
in manpower resource efficiency or effectiveness. 
For- example, if it were discovered that alt of the 
faculty tirpe devt)ted^to the Instruction program 



Manpower R«$ourp0$ Available for 
Allocation, by Category 



Initructlon/RtMcrch Professionals . 

Executfve/Admlrfistrative/Managerlal 
Profastlonals 

' SpfciaJIit/Suppop,IProfesslonals 

Technical ^ 

l^^«des' 



INSTITUTIONAL PROGRAMS* 



Total 


1.0 
Instruction 


2.0 
Research 


3.0 
Public 
, Service 


4.a 

Acad. 
Support 


5.0 . 

Stud. 

Service 


6.0 > 

Inst. 

Support 


7.0 
Indep. 
Oper. ' 


^ 8.0 
Student 
^ Access 
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\ was devoted to scheduled teaching^ activities With 
, ^ , none being djBvoted to acadernic advising or curri- 
*. culura development, the department* chairman 
should question whether some diversity of instruc- 
tional activities ought not to be fostered. Similarly, 
jf it were discovered that technicians were spending 
significant portions of their time teaching courses 
or advising students, the institutional administrator 
should be concerned with the way in which thesfe 
activities are being conducted. 

Agaip, when recording^informatiop about the 
allocation and utilization of manpower resources at 
'this level of detail, the two guidelines mentioned 
earlier in this document should be followed., First, 
those data on allocations of manpower (planned 
utilization) and those on actua) utilization should 
be record^ in similar forrnats. Only if the "before" 
and "after" data can be compared aijijr^the'CTfffer- 
ences identified can these data be of real use in 
improving 'the resource allocation process at the 
intra-institutional level. Second, the methods and 
^ formats for recording this informatiop should be 
designed in such a way that they parallel the 
decision-making process as much as possible. This 
latter poirrt-liasl^ several important implications. At 
this level of detail it is necessary to be concerned 
< with ill three dimensions of the problem-the 
amount of each type of manpbvyer resource avail- 
able 'for allocation, the specific ac^vities to which 
each mdividual.is to be assigned, and the institu- 
tioQal programs to which this activity is intended 
A * to contribute. In practice,^ decisjon making at the 
departmental level proceecls in the general order, 
suggested above, that is, frOm re$ource determina- 
:;tion; to activity assignment, to concern with insti- 
tutional programs. At this point, it should be noted 
^ tftat this ordering dofes not imply that concern with 
programs is of third-order consequence. In many* 
cases there \t a one-to-one correspondence between 
' activities to, be performed and the programs to 
which *these activities are intended to contribute. 
For example, it usually is quite clear that^when a 
faculty member is assigned to teacfi a course or to 
I * IDerform curriculum development activities that 
these activities are intended to^contribute to the 
Instruction program. There are cases, however, 
where this relationship is not so direct, such as 
with derical employees. In such cases the em- 
ployees generally are assigned to activities that are 

ERIC \: r . " • r ■ 



almost synonymous with the resoutce cafegory (in 
the case of clerical employees, clerical 'activities) 
and the major concern then becpm^Jone of identi- 
*rfying,the institutional program^ to which iuch- 
activities contribute. * . 

One signifteant difference— in addition to level 
of detail'-bwomes apparent when attention is ^ 
focused on "activities" rather than on resource 
amounts and^program-level distinctions: it is nec- 
essary to treat each manpower resource category 
separately since the types of activities performed.*^,^ 
by these different grouffs of people are so dif- . 
ferent. It *is not productive Jo consider the fulr 
range of possible activities yvhen considering thre* 
allocation oi^^lization of individual categories of 
manpower ^burces-for example, the list of 
activities to whjch faculty niembers might be 
assigned need not include such distinctions as 
"typing," "sweeping floors," and so forth. 

On the basis of the prevjous discussion, it is 
possible to suggest appropriate procedures and for- 
mats for recording detailjed information coQcerning 
the allocation and utilization of manpower 
resources. 

^ep 1, ' Asqertain the amount of each cate- 
gory of manpower resource available, ^\^e proce- 
dures and fornrvats appropriate for thisste^ are the 
same as tho» described in Chapter 3. Because 
assignments to activities typically are made on an ^ 
individual-by-individual basis, descriptions of avail- 
able manpowjsr resources should be on this, same 
basis for departmental use. The resujtof the first' 
step in this process is an estimate of the manpower 
resource, by cStegory, available for allocation by 
the department or other organizational unit under 
consideratibn. These results can be summarized in 
a fdritiat such as Table 1, which is repeated on 
the ne)^t^ page. ' . , . 

. Step 2. Assign maf^ower resources to activ- 
ities. Wh^n making assignments of manpower 
resources tb activities at the departmental level, 
- there is no way to avoid the necessity of going 
♦"thrtajgh each -manpower resource category, indivi^ 
dual by. individual, and assFgning each person to a 
set of specific activities (Professor X ass'igned to 
teach courses Physics idl. Physics 408, and so 
forth) br^to a role that implies a specific set of 
^ activities (Professor Y assigned to serveras Asso- 
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TaUOol . Servjce-Months of Each T^pe of Manpowet Resource Available. 



9 



Techpjcal 



Office/ 
Qerfcat 



SUBTOTAL FOR CATEGORY 

Research Technicians 

Summer Assistants • ^ 

SUBTOTAL FOR CATEGORY 

s r 

tiepartmental Secretaries 

SUBTOTAL FOR CAtEGORY* 



2 . 

► 4 



12 

.3 



.12 



1.00 
LOO* 



l.od 



OrfMiizational Unit: > Phvsics Department 








r • 


— — 








• 




» Resource^ 


.^Narne of Individual or 


l>IUlllUcr OT 


: • 

Appoin^tment^ 


worKioao 


■ 

Servlce*Mpruhs 


Category* 


Descriptor of Group af Employees 


InHiuiHtiflIc ' 
iiiuiviuudid 


•i reripu 


Peroent 






(31' • ' 






V 


Instruction/ 


\J. Brown (Academic Year) 




Q 




Q n 


ntxaearwii 


" " (Summer) ^ 








15 


•Professionals 


F . Owens \ 




Q 




o.U 




•B. Franklin 


1 - 


12 


1.00 


12.0 ^ 




0. Gray 


1 • 


• . 12 


1.00 ' ' 


12.0 ' 




J.Selby ^ 
.R.Mur^HV 


' 1 


9 


.50 


4.5 






12 ^ ' 


1.00 * 


12,0 




. L. KelleV ^ 


^ ; 


9 


J. 00 


9.6 


« 


H. Pettif 


1 


. 10 


'l.OO ^ 


10.0 




^Jorris ^ * ^ 


1 • 


12 


1.00 


12.0 




K. Doer 


1 ' 


\2 


r.oo 


12.0 




S. Cole , * • 
. " " . \ 


1 


9 ' 

\r 3 ' 


1.00 
.50 


9.0 J| 

15 




' Graduate Assistants 


7 


9 


.50 


315 • 



139.0. 

24.0 
12.0 

.36.0 
36X)* 



* Additional distinctly can be made /ere ifdeemei appropriate. For exahiote, it may be appropriate to ditt(pguish between 'X^raduate 
' Assistant " and ''All Other Faculty " within the hstructioY) /Research Pfpfessiop^s category. 



ciate Dean of the Graduate SchoolK In, short; the 
starting point in the manpfower resource allorftlon 
process at this level of detail is almost inevitably an 
individual-by-individual sumhnary of assignments to 
specific activities. While Seldom record^ sb^ 
formally, the resQitis similar to that shown in the 
iollowing formats. ^ • 

While it is necessary to start this process with 
at\ individual-by-individual assignment to activities/ 
there are many 'reasons* for h?*HfTS^a departmerit 
$ummary of the assignments of all individuals in 
^^each manpower resource category. And to make 
this summary, it is necessary to^J:wve a more-or-less 
• ^ standard set of^iVity categorf^s to wHich indivi- 
duaf assignmentrcan be related. For most man-^ 
power resource ^categories jio such list of activity ' 
categories has been developed ffor example, there 
exists no generic J ist of activities* typically per- 



* fonhed by Executive/Administrative/Managerial 
' Professionals that ^can serve this purpose). For 
^ some manpower 'resource categories (for example, 
^ clerical employees), it is^ssible that no such sub- 
division is appropriate. For Instruction/Research 
Professionals, however, such a Ust has Ueen devel- 
oped and can be used to s^jmmarize this informal- 
tion accordmg to Format^O. 

. • , .Until more detailed categories of actfvitles for 
the other manpower resource categories are d^ised 
f (or When it is decided that no, such subdivision is 
, warranted), tf\e summaries'' for the other categories 
would be single line entries, as in FdVmat 11. 

^The utility of "developing activity categories for 
^ other manpower ^resource categol^ies is an open 
' iqueStion, olie * deserving^ further discussion and 
.consideration.* ► / 
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FORMAT 8 

Indrvidual Assignment Record 



J 4 Name:*^ -. ^ * 

Resource Category: Instruction/Research Professionals, 
Total^rvice-Months Available: 12 



Fall Term: Service-^pnttis for Period 4 R 



/ 

PhylOl 
' Phy408 ' 
Research 

Spring Term: " Service' Months for Period 
/ 

Phy102 
• " Phy309 
' Phy409 
Research 

Summer Term: Service-Months for Period 

Research 

s — o : 

FORMAT 9^ ^ 

Individual Assignment Record 



Percent 
25- 
25 
50 



A31 




Percent 
100 



Service*Months 
1.1 * 
t.l 
2.3 ' 

Service-Months 

1.1. 
1.1 
1.1 
1.2 

Service-Months 
3.0 



Name: 



Resource ^Category; .Office/Clerical 



Fiscal Year: Service-Months Available 



12 



Activities 
Clerical 



Percent* 
100 



Service- Months 
12 



Step 3. Allocations to institutional programs. 
As indicated previously, the' relationship^betwfeen 
specific activities and the institutional programs to 
which th^y are intended to contribute often, is very 
direct: In such cases, the determinatiort of alloca- 
tion of resoLfrices to programs at the departmental 
levehiS a trivial problem. In oth^r casesi^his one-to- 
one relationship does not exist^'^^jhe jjlocatloo^ 
of manpower resources to ini^^rtional programs 
becomes an integral part of thilh^burce allocation 
process (for example, the afkfca.tion of Office/ 
Clerical manjpovver resourced iii|B|-beybnd, assign- 
ment to ^ecif ic activities sucff^ltypins, pnd must 
^ consider also institutional proqrfngs, such as typing-*- 



to support the Instruction or Research programs, 
and so forth). Whether a natural fonsequence of 
alignment to activities ^or whetherTan integral part 
of the allocation decision, the programmatic csnse- 
qpences of manpower resource^llocation dfecisions., 
are extremely important and should be a specific 
consideration during the allocation process. Thus, 
Formats^S and^ should-t>e^ augmented to reflect 
such considerations. . » " - . 

In reality, assignment to both activities and 
programs vvpjjid be accomplished simultaneously 
4> that in j^tice Formats 12 and 13 wpuld be 
used/ather than Formats 8 and 9,^ - " 
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FORMAT 10 ^ ' * ' \ 

Summary of Instruction/Research Professional Assignments 



Organizational Unit: 
Period Covered : 



^ 

. Activity* ' 


<* 

Service-Months for Period 




Scheduled Teaching - . ' 
Unscheduled Teaching 
Academic Program Advising 
Course and Curriculum Research and Development 
Research, Schofarship, and Creative Work Activities 
Student-Oriented Service , 
Administrative Duties • 
Committee Participation 

Professional Service/Advice Directed Outside the ^ 
Institution * , * ^ / * 


t 

/> 


i . \ 

f 

^^^^ 


Totar*' , ' • * , 




o 



''See Faculty Activity Anaiysis: Procedures Mflnyal for details and 'definition: 
••Should agree with the total for the manpower resource category shown on Table 1. 



FORMAT n 

Summary of . 



Organizational Un^: 
Period Covered; \ 



Assignments 
T r 



Activity i 



All activity categories 



Service-Months for Period* 



^ *Shogld agree \ojith the'tdtal for the manpower retoSrce category shown on'Table 1 



The departmental' summary of all the man-' 
poyyer resqurce allocation decisions might take the 
form showr>ln Format 44. 

It should be noted that. Format 14 contains 
basically the sapie information as Table 3, the only 
difference being the" added detail concerning the 
jiKocation of theJnstructlo'n/Research Professional 
manpDvver resources. The end point has been 
arrived'at in this case. through' a very detailed pro- 
cess, the results of which have been aggregatecl into 
a department summary* )n the previous case, the 
result was obtained'' by calculating the available 
resources and/estimating dij^nbutioa to programs. 



The above discussion Kas dealt sotely with the 
allocatior), 0/ budgeting, of manpower . resowtees. 
As"has been- noted several times throughout tW^ 
document, such information has its greatest use^ 
fulness 4f it can be coupled^ith informatiort about • 
the actual" utilization of these resourced. Such^ 
Information .can be acqiiiriEld in two vvays. f ir^, the 
department chairman can, after the fact, estimate 
tKe actual utilization of the jndividual in eachW"" 
the fnanpower resource. cat^gAifes. In such cd^,^t 
again almost necessitates individual-by-fnd'iyidual 
assessment of activities actually ^ performed; 
althpugh for sojne categories a group of employees : 



\ 
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FORMAT 

individual^'Assignnrient Record 



Name: ^ ^ i . 

Resource Category: Instruction/Research Professionals 
Total Service'Month^ Available: 12 '_ 



Fall Tferm: Serv ice-Month or Period: 4 
N ^ssignmenis Percent Assignment 



Equivalent Service-Months 



Phys 101 
Phys 408 
Research 

Assignments 



'25 
25 
50 



Spring Term: Service-ltflonthsYor. Peribfl 

( ^Percent Assignm^Hr ^ 



4 



Phys 102 
Phys 309 
Phys 409 
Research 



25 
25 
25. 
25 



quivalent Service-Months 



Contributions to Programs 
fO 2^ 3.0 . . 8:0 

Inst. Res. ; 

lOJ^ 

\m% • 

'25% '75% 



Contributions to Programs 
1.0 2.a 3.0, 8.0 
Inst. Res. 



Summer Term: Service-Months for Period: 

Assign mei»ts Percent Assignment 



Equivalent^Service-Months 



Research 



100% 



100% 

1'00% . 

100% ^ 

' 50% 50% 



Contributions to'Rrograms 
4.0 ,-2.0 — 3.0 .; 8.0 
Inst. 'Res. ^ 



25% 



75% 



FORMAT 13 \ 

Individual Assignment Record 




Name: 

^Resource Category: 



Fiscal Year: Service-Months Aval I dbl 



Office/dlericaf 



12 



Ac|^ivities 


Service- 
Months 


1.0 

Inst: . 


2.0 

R^s.'^ 


3.0 

P.S. V 


4.0 


5.0 


6.0 


• 7.0 ^ 


8.0 , 


Clerical 
J — 


12 ^ 


50%\ 


50% 


0 
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£EMi_.b6 treated together. Second, .the employees , the, type indicated in Format 14, with the entries 
themselves can be asked to provide informa^on representing actual utilization ratHer than planned 
about the way thfey utilized their time. This Icirrek^^ Formats 12 and 13 represent the 

of. procedure is wfdely used for faculty members; ^neral form of the information to be acquired for 
historically Jt sefdom has been usediorothec cate* each individual, which then is summarized Into 
.gories of maitpower resources. Using either Format 14, ^ " 
approach/ the finalYesult should be information of * ' • . 
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FORMAT 14 ^ 

Manpower Resource Allocations FY 
Organizational Unit: 



Resource Categories 
And Activities * 



Instructton/RMtarch Profewo'nals 

Scheduled Teaching • 
Unscheduled Teaching 
Academic Program Advising 
Course and Curriculum Research 

and Development 
Research, Scholarship, and 

Creative Work Activities 
StudentOriented'Service 
Administrative Duties 
Committee Participation, » 
, Pro fessional Service /A dvice 

Directed Outside Institution 

ExAcuttvt/Administrstive/Maniagtrial 
profMsiOfuils 
All Activities 



Specialist/Support Profa«C3njils 

^ All Activities ^ . ' 

Ttchnic«| Employaes 

« ' All Activities 

Offic«/C(«rical EmployMs ^ 

All Activities 

i>ifis/7radts EmployMs 

AH Activities 

*' ' *i 
SfMtcm EmptoytM 

^ All Activities . .. ' ' 



Xotal 
Service- 
Months 



1.0 
Inst. 



2.0 
Res. 



3.0 
Public 
Service 



PROGRAMS 



4,0 
Academic 
Support ' 



r 

V 



5.0 
Student 
Service 



6.0 
Inst, 
Support 



4> 



7,0 
Indep. 
Operation 



$.0 
Student 
Access 



I ■ 



• ; 6 . 
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AppeTfdix A ^ ^ ' ' ^ ' 

Institutional Manpower Resource^Subclassifications^ ^ ^ 
and * . 

Detailed Definitions 

A more detailed discussion -of the seven institutional felassifica'tions of employees, wjth subcategories 
appropriate to each, are as follows: ' . ' ' - 



LO Executive/Admin Istrative/Manageriat Pr6fe»ionals 

This classification incfudes employe,^ who exercise primary 
responsibility for the management of the institution, or of a 
customarily recognized department or subdivision thereof, 
and who devote no more than 20 percent of their work- 
week to Fair Labor Standards Act (FLSA) nonexempt 



• - I 

2.0 Instruction/Research P^:ofessiona^s 

Employees in this classification customarily receive assign- 
ments for^the purpose of instruction and/o^jgsearch, wnth a 
combination of those activities being thaBtost common 
situation. It must be borne in mind'lfiat th4^)assifications 
derive from the institution's percftptipn of the employed. 



work. Assignments may require the performance of work * but such percepfioRS are reflected most accurately in the 



assignments that the institutioa^ives. ifius, a President or 
Vice-President of the institution, or the Dean of a College, 



even though they may carry also the title 6f Professor, are 
not memli^ers of the Instruction/Research Professionals 
classification unless they. noYmally spend 50 percent or 



directly related to management policies or general business 
operations of the^'ihstltution b^;^he performance .of func- 
tions in the administration of a qfep^rtment or.subdivision 
thereof directly related to academic instruction. This cate- 
gory conventionally will include employees with such* job 
titles as president, controller, ^dean director, ahistant to mpre of their time in instruction ar|d rese'arch activities. 
TrrB^N^gideVit, assfs^^tdean, assistaht director, coordinator, The'^erm "faculty" is advisedly not used in ^ determining 
>t may^cft include -the head, ^haj^ar^^r other adminis- or \iefinitive sen^e to describe th^ activfty beciause^ that 
trative assignee wftfeiin^a deq§ttnT^SU)g.similaF unS unless ^ term has no universal or agreed-upon meaning for staff 
person is priniarily an acjministrator exercising specific ^roup coverage among institutions of postsecondary educa- 
g|rati ve ^ ^f^ ^^^ ^^j^^^ activities ^are «econ^^'»'' Jtion. V\;hile tKe traditional faculty titleJare used in the sub-, 
aryjt is assumed: that ai^npnts in this cajtegoVy^lpn^ ,catego$i^s J}ecause they do make some contribution to 
arily and regularly require'^he^irKuqibent to'eJ^V(^i^c^ ^ un^elistanding» they are.Jsed reluctantly. This*reluctance 
cretlon and independent judgmen^a(j|.to'dn'ect th^.Ork^ .' <^lrives ^gro the^feliowiedge that these^terms, too, have lost 



of others. 



Subcategories of the Executive/Ai 




-urjiVers^tv^-of .n^ariing if, indeed, they ever ha^'d it. These 



' . r ArtJes. appear alsd in the main body of this Manuaf, to con* 
/lyfpn^ge^ial ' w r^r- 



tribute to thfe Jlef ipitions. The following discussion permits 
ff ofessiogalscategg^y^fc-^ • ^ / J^K cl3ssi^i€ation of jjndesignated rank staff, r^^rcher;i, visit- 

IJUAsstgrirnent at this top leveUequiresreportmg either xoA *' . ^ t »^ , , 

-'-^^ ^ . V. . u -I'k ^ jna scholars, and so forth on'a single scale. • 

the top e)iecutive officer or to the^governing board ^r ^ '^^ ' - ^ , r ^ 

the operation of a system, or Institution, or for a'prin- ^ Instriictioo/Res^arch-Assignment and^ pyassifi- 

cipal pha$e or portion of the institutional operation. * '^^cation at this top leSel implies a full level an^^^pe of 
1.2' Assignment req^ires'the administration of a J^upfcof ^Jf ' academlcjad sch(5lariy ?(^onsibility and exj^t^^^ 
> programs or a major dp^ratlonal unit, normall^port- ^ ' the ^professtepal field. ThgtiiWj^ibn expects leddfiC:* 
in5 to an officer holding a top executive appointment. *" ^' ' ' " - — 

1.3 Assignment requirei^the administration of an opera- 
tion at unit or progr^, or shares respo^isibility for a 
major unit with an administrator at a higher level. 

1.4 Assignment requires adrhinistrative support, above the 
clerical level, to a manager at a higher level, engages 
directly in specific administrative activities within a 
unit ' or subdivisijpn, or , has firstline ^supervisory 



responsibilities., e 



sh%)!ln sonq^ aspect(s) of acadei^/^d scholarly per^ 
foi^ance, such as curriculum develojiment, excellence / 
irflbaching, development of knowledge and other' con* 
ibutidhs' to the academic field. ,.Most comnipnly, 
assigJIiA and classification ajt ithis level- m£(V. be 
assbcl|t^ with such titles as professor and assojciate 
^ pWe^r..' * * * : ^ 

2.2 Junior Instruction/Research-Assignment and (^assifi- 
t cation at this ne^t level implies prof^§ionat- responsibi- 



^ lity and experience at any entry or intermediate level. 
< with- a considerable latitude of independence 4n the 
performance of assignments, but with limitations on 
the freedo^ to select and structure those assignments. 

* Most commonly, assignment and classification at this 
level may be associated vyith such titles as assistant 
professor and instruQior, 
2.3 Graduate Student-Assignment and classification at 
this level implies thdt personnel in this category per- 
form with guidance from .otbeRS exercising primary 
responsibility: The category typically, is staffed by 
people' with student* status at the erfipioying institu- 
tion and may be associated with such titles as teaching 
associate, teaching assistant, teaching fellow, and so 
forth. 

3.0 Specialist/Support Professionals ' 
This category has a numljer of features in common with the 
previous two classifications of Executive/Administrative/ 
Managerial Professionals and Instruction/Research Profes; 
sionals. Persons in these three categories conventionally 
are drawn ^Irom the same or similar education, training, 
experience and vocational backgrounds. Typically there is 

^ soma intercategbry mobility among these three categories, 
and all three (and only these three) are in the Fair Labor 
Standards Act exempt category^ It is ^common for persons 
cla55tfied and assigped in this occupatfbnal category to have 
secondary or ikrnnanent occMpational titles derived .from 
the' InstructionVResgarch Professi9nals category, or Xb be 
lumped vvith the^prevl&us two classifications in a group 
called "academic." *This"'catQ(prv*.^mcludes persons given 
assignments requiring knov^edge of an advanced type in a 
field of science or learning, or origirTal and creative work in 

, an artistic field, and no more than 20 percent of the work- 
week \i devoted to FLS^npnexempt work. This category 
includes such employe^'i as pathologists, pharmacists; 
attorneys^ librarians^ accountants, architects, systems 
^analysts, psychologies, counselors, and so forth 'employed 
^ for the primary purposes of performing or operating in the 
areas of academic support, student services, and institu- 
tional support, but excluding individuals who havp execu- 
tive or managerial (supervisory) responsibilities in these 
areas. 

A useful set of subcategories in th6 classifitaTToFTmay be 
derive^ fronn the educational qualifications conventionally 
required at diffecenjt levels. 

3.1 The advanced leVel assignment and classification would 
require that ftir incumbent normally would have 
attained a doctoral degree or equivalent. *^ 
V 3.2 The intermediate level assignment and classification 
would require that the incumbent normally would have 
' attained aundster's degree or equivalent.' 



'4^ 
A 

3.3 The entry level assignment and classification would 
require that the incumbent normally would hBve 
attained a bachelor's degree of equivalent. 

4,0 Technical^rnploy^ees 

This classification and assignment inclucles employees who 
exercise specialized knowledge and skills of the type that 
normally are acquired in P9stsecondary educational pro- 
grams that do not lead to a bachelor's degree but do lead to 
a recognition of completion of a* planned and sequential 
program. Such technical staff may be computer operators, 
lental assistants, photographers, draftsmen, position cF^s- 



S(enl 
si tie 
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sification specialists, airplane pilot?? practical nurses, 
occupational therapists, ornamental horticulturists, engi- 
neering technologists, and so forth. While these skills^^or- 
mally -are acquired in formal postsecondary educational 
programs, incumbents may have acquired them through 
experience also. ^ *i *^ 

Subcategories m this classification ar'e indicated fo/ Insti- 
tutional convenieDce-^pnly. Interinstitutional cofnparjson 
and reporting by subdivisions in this classification does/hot 
seem warranted, given the present-day state of the'art of 
classification/^cause manpower markets ^nd character- 
istics'' are predominantly localized. Standard definitions 
may be developed in the future as demand Indicates .the 
need and- as more is learned about this manpower category^ 
in postsecondary education institutions. For its own gur- 
^ poses the institution may distinguish: 

4.1 Advanced classification and assignments 

4.2 Intermediate^classification and assignments 

4.3 Entry classification and assignments.- 

5.0 Office/Clerical Employees 

This classification includes employees who perform clerical 
and secretarial duties in,of/ices or other locations in which 
fine customarily finds clerical staff. This includes secre* 
taries. typists, bookkeepers, file- clerks, inventory clerks, 
and so forth, and they may be found in offices, warehouses, 
motor pools, laboratories, and so forth. Subcategories in 
this dassification are indicated for institutional convenience 
only. Interfhstitutional comparison and reporting by sub* 
divisions in this classification does not seem warranted, 
given the present-day state of the art of classification. 

-because manpower markets and characteristics are ^pre- 
dominantly localized. Standard defimtions may be devel* 

.oped in the future as demand indicates the need and as 
more is learned about this manpowec category^ in^'post-' 
^condary education instltutionsT For its own purposes the 
institution may distinguish: ^ , 

5.1 Advanced classification and assignna^jj/s 

5.2 Intermediate classification and assignments 

5.3 Entry classification aqd assignmejgts. 



6.0 Crafts and Trades Employees 

This classjfication includes^ ernployees whd*^ perform 
manuallvi^ skilled activities in a cra'ft 'or trade/ including air 
conditioning installers, appliance repair men,^ auto 
mechanics, carpenters, electricians, roofers, pafhters, 
plumbers, and so forrfT. Persons so employed may have 
.^derived their skills fronWade or vocational schools, or may 
'^have served {or be serving} apprenticeships. Interinsti* 
tutional comparison and reporting by subdivisions in this 
classification does not seem warranted, given^ the presept* 
day state pf the art of classification, because manpower 
markets and characteristics are^redominantly localized^ 
Thts localization of conditions is particufarly r^flected in 
the regional variations in trade union actiyities^nd arrange- 
ments. For its own purposes the institi^^ffc may distinguish. 

6.1 Advanced classification and assignments. For some 
trades, this .may correspond to the trade's own classi* 
fjcation as "master." ' ^ 

6.2 Intermediate classification and assignments. This may 
^ correspond to the trade's own classification as "jour- 
neyman." 



6.3 Entry classification and assignments. This may cor- 
respond to the trade's own classification as /'appren- 
tice." 

7.0 Service Employees ^ 

This classification includes employees assigned to activities 
requiring 'Only a limited amount of previously acquired 
skill's and knowledge. It includes such employees as custo- 
dians, groundskeepers, security guards, food service 
.workers, drivers messengers, and so forth. It i&true parti- 
cularly with respect to this classification that interinsti- 
tLitional compar^ons or other reporting of anything but 
aggregate data from this category does not seem warranted 
in this Manual, given the 'state of the art of classification 
and the extreme localization of the manpower markets and 
cfTSracteri§tics. For the institution's own convenience, and 
for its own purposes, such as "^alar^.. schedules, the insti- 
tution may distinguish: 
"7.1 Advanced classification ^nd a'ssignments 
7.^ Intermediate classification and assignments 
7a.3 Entry classification and assignments. x - 



Appendix B 
Compensation Survey-Titles 



Compensation Survey Titles are job titles surveyed perlodi 
cally by the College and University Personner Association, 
the American' Association of University Professors^jh^ 
National Education, Association, the National Center for 
Education Statistics, and a number of other agencies. Titles 
typically surveyed by these agencies have been included In 
the coding structure as a convenience to the institution. It 
should be emphasized, however, that titles are not to be 
Considered in classifying employees for* manpower 
accountings ^ » 

These codes will be utilized In the Higher' Education 
General Information Survey (flEGIS) conducted by the 
National Center for Education Statistics m 1977-78. 



Faculty RAnk Titles and Codes 

The following titles identify the faculty rank title given^an 
employee by an institution. Typically, faculty rank titles 
^re associated with Instructional assignments; however, 
other professional assignments frequently carry faculty 
rank titles. The code, therefore, allows faculty rank titles to 
be Identified independently of any .manpower resource 
category. * 

Title 




Professor 
Associate Professor 
Assistant Professor 

Instructor 
Lecturer 
teaching Associate 



Teaching Assistant 
Ur^designated Rank 



Administrative Titles and Codes • j| 

The list of administrative titles has evolved over a number 
of years of data gathering by ^he College and University 
•Personnel Association,'the Nationaf Education Association, 
and the Higher Education General Information Surveys of 
the National Center for Education StatlJtlcs^ 
In its first field review edition of this mbnual in 1972, 
NCES fixed a list of administrative officers drawn from the 
above sources. No modifications were in»trDduced between' 
1972 and 1976. The HEGIS administrative salacy tabu- 
lations and the administrative officers lists In the higher 
education directories used this list and its nunjeric codes 
from ia72-73 through 1976-77. ^ 

« 

In 1976, CUPA revised the list of titles used In their Admin-, 
istrative Compensation Survey^ Including the writing of new 
position descriptions. This 1976 CUPA list forms the bas^^ 
for the- list of 75 administrative titles ' ihcJuded in this 
manual, 59 from the CUPA list, and 16 addiSonal titles 
for NCES survey pufposes. 

CUPA regrouped its 59^ositlons In process of revision and 
assigned them new position numbers. These CUPA position^T 
numbers are shown In the following p^es, but the insertion '[ 
of the 16 added positions at apprfjpriate points requires use 
of a different sequence in this manual. Thus, the revised 
list^. or position titles displays the future NCES position 
numbers,^ the 1976-77 and 1975-76 CUPA position num-'^ 
bers,^nd the 1972-1976 HEGIS numbers. 



New HEGIS - HEGIS 
1977 1972-76 ' 

Position Number , Position Number 



CUPA 
Position Number^ 
1975-76 1976-77 



'osltion Title a^nd Description ' 



: 01 



02 



01 



01 01 



02 , 02 



Chief Executive Officer (President/Chancellor}, The princi- 
pal administrative official re4)onslble for the cfireotion of 
^all affairs arid operations of an institution of^igher educa' 
tlon. Usually reports to a governing board. ' 

Chief Executive Officer Within ^ Sy.stem (pMli^nt/Chan- 
cellor). The principal administrative official responsible for 
the direction of all affairs and operations of a campuspr an 
institution of higher Aiu cat ion^ which is part of a unlvecslty- 
wide system /Reports to the Presiderit/Charfeellor of the 



system. 



n 
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; NtwHEGrS ' HEGIS • CUPA . - 

1977 , •1972-76 Position Number " 

PosiJiofftsfumber Position Numbej; ' 197576 1976-77 ^ Position Title and DescrlpTTon 




r 



03* — . • 03 03 ^ Executive Vice President, The principal admintstrative 

off icial responsible for all or most major ianctions and 
operations of an institution of higher education underkhe 
, direction of the Chief Executive Officer. Actsjor the Chief. 
Executive Officer In the latter's absence. 

W *68 — ^ ^ ' Assistant to the President senior professional staff 

. assistant to the Chief Executive Officer. 

05 02 , * 04 04 " Chief Academic:^Officer: The -senjor administraiive official * 
* , r resppnsibl^ for the direction ^of the^ademic program of 

\ the institution. Functions.typidally inglude anemic plan-* 

nlng^ teachingi research, e^^tensions, admissiofis, registrar, 
library activities, and coordination of ^'nteroepartmental 
affairs. Reports to the Chief Executive Officer. 

06 y 64 06 ^ 05 Q fle^/sfrar. The administrative off icial^ith principal respon- 

sibility^'for student enrollment' and records.- Functions" r 
typically include undergraduate , registration, scheduling of 

V classes, examinations and classroom facilities, maintenance ^ 

of*!Student records and related matters.- Usually ^'e^or^s to 
^the Chief Academic Officert 

07 ^39 07 06 Director of Admissions, The administrative official, with- 

principal responslbilijty for the recruitment, selection and 
admission of undergraduates. Participates in*development 

. of admii£sions criteria, and ^coordinates review of and 
-J V r decisions on applications* May^also be responsible for the 

\ - ^ - admission of graduate and professional students, or "for , 

^ ^ ' ^ ^ scholarship administration or sitnilar functions. Usually 

• . \ reports to the Chief Afcademlfc Officer. 

, 08 05 08 . 07' Head Librarian, Directs^ the Activities of all institutfonal f* 

^ * ^ ' . . libraries. Functions typically in^ude selection and direction V 

*\y • of professional staff, acquisitions, technical services, audio- 

- ^ ' ' V . visual services, special" collections, and may Include the 

- " ^ direction of a school of library science^ Usually reports to 

the Chief Academic pfficer.^ . < ' ' , * . ^ 

09 47 14 08 ' DirecidC Institutional Research, The administrative staff 

' ♦ official responsible for the tbriduct of research a^Td^tCidles - - ^ ^ 

' , • ' , on the institution hMll^Functions peji^ormed^dr stiper^**^ ^' 

, , . vised typically Include deslgn^f studies, d^»ta collection,^ ' 

' • . ^' analysis, reporting, and related staff vvprlc in support of 

c ? « decision making. .-f , ^ 

; ^ * • 10 , ^ 93 12 ■ Chief business Pfficef:];ThB senidr^ administrative official 

\^ ' . respon^ble for the directw)^' of business and financiaH^ 

affairs.. Functions supervised typica\j[)^include accountl^^^ 

J ^ ^ ' ' purcfiasing, physical j^ht and property management, 

' - i _ " <' /• fiersorirfel senf ices, food. services and liox^^^^^ 

V , X^^*^ ^ - . ^nd m^y include computer sen/ices, investmeats, budgets, 

l^. ' ' ' \^ V se^uVhiy. Reports to., the! Chief *Exe6utlye Officer. 



I 
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. NewHEGiS 

1977 
Position Number 



HE6IS 
197276 • 
Position Number 



CUPA- 
Position Number 
1 975-76 197677 



Position Title and Description 



11 



12 



60 



20 



10 



11 



13 



10 



12 



14 



22 



oa 



13- 




49 



15 



14. 



AS 



— ' 15 




16 



16 
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17 



17 



Controller. Directs accounting* payroll, cashiering audit 
anrf related functions. May also have responsibility for 
insurance programs, and office services such as- mall and 
telephone? Usually reports to the Chief Business Officer. 
^ursar,. Supervises cashiering, bil ling,. collection and reFated 
accounting functions, including those connect«i- with-^ 
' student fees and loans, and auxiliary enterpri^s. May have 
j-esponsibility for inve stment transactions arici records, apd 

^1)an$r"tfeposits and withdrawals. ~ Reports to ^Controller. 
Director, formation Systetp^ The senior administrative 

. official who directs the 'development, implementation and 
maintenance ^of adminisjrative' management informatiow 
jystpmsS Functions typi^aHy include responsibility" for o 
developing systems -reqolwnents, systems analysis and 
applJcations,*planning of sa^ices and faplities, and^oordi- 
natibn with and advice to users. •May ^0 include responsi- j 
bility ^for direction of the administrative computer center.. 

Director, Computer Center, Directs thejnstitution's major - 
data propewing faciliti6$ and services. Functions typically 
inclOde Computej; programming, scheduling,- determination 
of hardware and software tequirements, computer •opera- ' 
tions, and staff select^ a'nd supervisipni. 

Director, Persorfnef Services. Administers tige: institution's 
personnel policies and programs for staff, or faculty ancf 
* staff. Functions .typically include staff recruitment and ' 
employment,- jvage and salary ^administration, benefits, 
personnel records and reports, implementation of and com- 
pliance with personnel-related government requirements, 
and, where applicable, labor relations. Usually reports to 
the Chief feusiness Off icer. * , 

Director, tabor Relations, Administers the insfitutlon's 
^ collective^ bargaining agreements. Including negotiatfen, ^ 
interpretation and grievance handling. Acts* as the admin-- 
istration's representative in contacts with union officials, 
and advises supervisors on ftbor relations matter^. * 
^Affirmative Action/Equal Employment * Officer. The 
administrative official responsible for jdeveloping, adminis- 
tering and monitoring institution-wide programs designed 
to insure equality of opportffhity without regard to race, 
color, sex or national origin, and tp correct underutilizatlon, 
of minority nTiimbers In any employment category. 

Director, Physical Plant The senior administrative official 
responsible for the construction; rehabilitation and main- 
tenance of physical facilities. Functions typically include 
supervision of new construction and reniodeling,. grounds" 



55 
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New HEGiS 
-1977 - 
Position'Number 



HEGIS 
1972-76 
Position Numljei 



19 




' CUPA 
Position Number 
1975-76 1976-77 



F^ositibn Title and Description 



and building maintenance, power plant operation; may 
include campus security, safety and fire prevention. Usually 
reports to the Chief Businesi Officer. 

— 18 . Director of teturit^, ^Si^^rvises^programs for maintaining 
security of personnel aod property. Functions include* 
development of securjty plans and procedures, supervision 
, and training ot campui police, investigation of criminaP 
c activities on campu^s, and liaison with lo^il police 
^ ^ authorities^^^ 1 _J '. _ 



20 



21 



63 



t8 



^1 



22 



45 



19 



-23 



59 



24 



42 



13 



25 



51 



19 Director of Safety, 'Supervises programs for accideht^and 
. occupational disease prevention covering students, faculty 

and staff. Develops safety regulations and procedures, 
investigates accidents, recommends corrective measures, 
conducts safety training programs, and ensi^res adherence 
f to governmenffegutations. ^ 

20 Purchasing Agent Conducts central purchasing operations 
for procurement of equipment, materials and services 
required by tfk institutign.. Functions typically include pre; 
>paration of specifications, selection of vendors, contracting",^ 

' ^ quotations and;.bldding, receiving and stores,*a|)proval of 
,^4 invoices and related matters. Usually reports to the Chief, 

^ * Business Officer.- ' \ 

21 c Director, Food Services. Administers ail institutional food 

services^ whether directlys fpaga ged and operated or catered. 
Functions typically include food purchasing, production 
and service facilities, jequipment^and practices,«quality con'^ 
trot, and relatdd records. .UsualTy reports to the Chief 
Business Officer. ' % ^ . 

22 Manager, bookstore. Directs the. operation of the campus 
bookstore. Functions typically include purchase a^d sale of 
new and used'book^, supplies and equipment; advertising, 

^ . employm'ent and supervision of sales staff, maintenance of 
sales and inventory records,^ aQd related mattel-s. Usually 
reports to the Chief Business Officer. 

Shief Budgeting Officer, The senior administrative officer 
responsible for the preparation and consolidation of the 
institution's .^udget.. Develops, budgeting policies and pro- 
cedures, prepares related studies and forecasts, ikid 
monitors adherence to budget. May also include responsi- 
bility for long-range pidtlning, unless there Is a separate 
planning function. " 
24. ^» Contract Admiaistrator, Conducts administrative afctivities 
in-cbnne<;tlon with contracts and grants. Collects and*dis- 
^ -' * setninates information on possible sourcofr, prepares or 
advises on preparation and sXibmission pf contractproposal, 
* ensures adherenceN'o^institution's Agencies' policies and 
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)Mew HEGIS 
"1977 
Positiop'Numb^r 



• HEGIS CUPA 
1972-76 Position Number 

Position Numtjer . 1975-76 1976-77 



' Position Title and Description 



26 



07. 



/ requiremehts, participates in contract negotiations and 

maintains related records Snd controls. 

25 25 Chief ^Public Relations Officer. The senior administrative 
official responsible for publi6 relations programs. Functions 
^ typically include public, legislative and community rela- 
tions and information office functions; may include alumni 
' * relations and publ i cations. Usually rep orts to_the_^i(?JL 



27 



46 



■28 



29 



40 



30 ' 



04 



.3V 



'43 



32 



08 



EMC 



. . Executive Dificfii;. - 

26 * 26 Director, information Office. Directs the provision of 
information abjut the institution, to students, faculty and 
the public. Functions typically include news media rela- 
tions, preparation and review of news releases and photo- 
graphs, and preparation and dTstfibution of news letters, 
iaformatjon bulletins, magazines and other publications. 
Reports to the Chief Public Relations Officer. 

— 27 ' Director, Publications. Directs . editing, producgtldn. and 
^ .> distribution of the institution's catalogs, bulletins, bro* 

churesYreports and other publications. Functions typicaljy 

^ ' " 'ncludfe editing and rewriting, design, illustrationsi^layout, 

I ' ^ . and selection of printers. > 

T \ : 1^ I S . ^ fc^"* 

6 28 ^ Director, Alunfm Relations, Coordipates alumni activities < 
" , I and relationships with the institution. Functions typically 

include liaison vyith and ^"jsistance to alumni organizations, ' 
' ' arrangement of reunions and special alumni events and pro- 

grams, and superyision of alumni records. 
^ * 1, * / . y» 

24 29 Chief Development Officer, The sqnior administrative 
official responsible for programs td bbtain financial support ' 
for the institution. Functions typically -include design, 
^ irr^plementation^and coordination^ of programs foit ob|^in- > 

ing annual, capital and 'deferred gifts from alumni, founda; 
tiohs and other organizations; coordination of volunteer, 
fund-rajsing activities; and rela^ted records and reports. In 
the absence of an organizational^ co-€qual specifically 
assigned to the function, may have responsibility for putjiic 
relations, alumni relations and information office activities. 
Reports to the Chief Executive Officer. " ■ ' 

Director, Community Services^. Directs or coprdinates the 
conduct of spef^^l (u^Qally noh-cre<Jit) educational, cul- 
tural and recr^^ional services to^'the community. May 
include scheduling, program development', and related p^- 
motipnal activities. 

28* 31 ' Chief ^Student' Life Officer. The senior administrative 
-official responsible f^jr the direction .of student life pro- 
- grams. Functrons typicaify include student counseling arid 

testing, student housing, studant placement, student union, 

^ . -57 . . . •\, 
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HEGiS 
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1975-76 1976-77 
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I* 



33 



-34- 



35 



09 



-16— 



57 



29 



36 



J56 



30 



37 



3t 



t * 



38 \ 



39 



40 



52 



32 



55 
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•refationshipTwith student organizations and delated func- 
tions; may include studeat health services and financial aid. 
^Reports to the Chief Executive Qfficer. . - ' 

Dean of Men. Directs the student life activities solely con- 
cerned with mafe 'students. Functions typically include 
fraternity relations, male discipline, and related matters. 



Dean of^omen 
concerned 



Directs the studenT lif^ actfvhies^solely 
Temple ^students, 'rtnctions , typicHly 



with 

include sorority relations, female disQipline, and related 
matters.* 

32 Dtrecto^, Student Union. Directs the operation of a stu- 
dent union building and related student activities. Func- 
tionsiypically include supervision of food service facilities, 

, ^ activities programming, guest rooms, information desk, 
recreational facilities and arrangements for special func* 
tions or activities. Reports. to the Chief Student Life 
^ Officer, f ' , 

33 Director, Student Placement. Directs the operation of ."a 
student placement office to provide job placement and^ 
career counseling sisrvices-to undergraduates, graduates and 
alumni. Supel-vises on-campus recruiting activities by pro- 
spective employers, and maintenance of related files ^nd 
records. May also be responsible Jor placement of students 
on part-time jobs within or outside the institution. Usually 
reports to the Chief Student LifcOfficer. 

34 Director, Student Financial Aid. Directs the administration 
of all forms of student aid. Functions' typically include 
assistance in ^ the application for loans or scholarships, 
administration of private, state or federal Joan programs, 
awarding of scholarships and fellowships, student cpun-' 
seling on financial aid matters, and maifHenanee of appro- 
priate records. Usually Reports to the C|iief Student Life 
Officer. v 

35^^ Director, Student Counseling. Directs non -Academic coun- 
- seling and testing services for students, including referral to 
outside counseling facilities. Usually reports to the Chief 
-Student Life Off ijcer.' ^ ^ 

— Religious Counsellor, Directs thea student life" activities 
, solely concerned With reHgious practices, observances and 
organrzations. ^ ^ * 

^ Director, Student Housing. Directs all residence hall opera- 
tions for Students, including roon;! assignmetHsrresidential 
life programs >and activitiel, and enforcement of residence 
* rules and regulations. May also admrhister off-campus 
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^housing programs. Usually reports to the Chief Student Life 
Officer; 

33 37 Director Athletics. Directs intramural and lYitercollegiate 
athletic programs." Functions typically ^Include scheduling 
and contracting for athletic events, employment and direc- 
tion of athletic coaches, recrultm'fen^ of -student athletes, 
. publicity,, ticket sales, and equipment and facilities rriain- 
tenance— 

— " Head Baskeiball Coach' Coaches the intercollegiate"* basket- 

ball program. Generally-responsible for recruiting, coaching, 
and tramlny athletes, supervision of assistant coaches, 
supervision of athletic residence and conditioning facilities, 
and similar functions. 

J • . > % 

\^ — — Head Football Coach. Coaches the Intercollegiate football 

program. Generally Responsible for recruiting, coaching, and 
* training athletes, supervision of assistant coaches, super- 

4.^' . ^ I vision of athletic residence and conditioning facilities, and 
"41 f similar functions. 

.^8 ^ Director, Medical Services. The seniQjL--admlnistratlve 
official with responsibility for administration of the in'stF- 
^ f IXiti&n's health programs for students, f^cufty and staff; 

infirmaries and clinics; and affiliated health-care activities." 
Chief Planning Officer. The senior admlnlstrSti^fe official 
responsible for the direction of long-range planning and the 
allocation of the institution's resources. Functions typrcally 
Include translation of the institution's goats Into specific 
plans, facilities planning, budget planning, related research 
and feasibility stgdies, and may also Include responsibility 
for current planning and budgeting, as vyell as state and 
federal relations. Reports to Chief Executive Officer. 

Staff Legal Counsel. The principal salaried staff person 
responsible for advising the institution on its legal rights, 
obligations or privileges and on legal or legislative develop- 
ments. May participate in litigation, and In iegal aspects of 
union relaiions, contract negotiations and acquisition and 
other government agencies, or serve as principal contact 
with 'other legal counsel, (Do not report unless on insti- 
tution's payroll.) 

Dean or Director. Serves as the principal administrator fof * 
the institutional program indicated: 

35 41 Agriculture 
34 42 Architecture 

36 43 Arts & Sciences _ 

37 44 Business 
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63 
64 
.65 
66 
67 
68 
'69^ 
70 
71 
72 
73 
74 
75 



15 

17' 
18 
19 
20 



21 

22 ^ 

23 . 
24 
25 
26 
27 
28 , 
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— Contlhuing Education 

45 * Dentistry 

46 Education 

47 Engineering 

— ^Evening Divisioi^^ 
43 Extension , 

49 Fine Arts - 

50 Graduate Programs 

51 Wome Economics 
^ Journalism - 

52 /.aw 

— • Library Science 

53 ♦ Medicine 

54 ' Af£/5/C 

— Natural Resources 
Nursing 
Pharmacy 

— Physical Education 

— Pw6//c Wea/t/?* 

57 Soc/a/ (4^or/: 

— Special Session 

58 Tedhnology 

— " Theology I 

— • Veterinary Medicine^ 

59 Vocation^/tducation 
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^Appendix C 
^ • » 

NCHEMS Program Classification Structure 



1.0— Instruction Program ^ 

The Instruction program includes thos^ activities carried 
out for the express purpose of. eliciting ^ome measure of 
'^educational change" in a learner or group of learners. 
"Educational change" is defined to incluae (1) the* acqui- 
sition or irfiproved understanding of somft portion of a 
body of khovyiedge; (2) the adoption of neyv or different 
-attfttid4srawH3HHe ac qu i b i t io i i o rincrga: 



mastery ot a 

skill or set of skills. The activities that may be carried out 
to elicit these educational bhanges include both "teaching 
activities and "facilitating" activities (which are more 
commonly associated with the design'and.guicl^cf of a 
teaming experience rather than with tea^hiHfl something 
a tearner).,The facilitating rohs can be "distinguished 
from that 'of academic advising in that while'facilitating is 
an integral part o^ the design and conduct o^ the instruc- 
tional program, acaSilemic advising is generally carried out in 
support of the instructional program (for example, clarify* 
ing requirements, describing alternatives). The Instruction 
pro-am includes both credit and noDcredit instructionaf 
.offerings. 



The subprograms within the Instruction 



program 

1.1 GeneraLAcademic {instruction (Degree- Related ) 
0*^2 Professional Career Instruction (Degr^- Related) 
Vocational/Technical Instruction (Dejgree- Related) 
Requisite Preparatory /Remedial Instructidn f 
jA.5 General Studies (No.ndegree) 
t.6 Occupation- Related Instruction (NondegVee) 
-L7 Social Boles/Interaction Instruiffiqn (Nondegree) 

1.8 Home and Family Life Instruction (Nondegree) 

1.9 Personal Interest and Leisure Instruction (Nondegree) 



2.0-Re$earch Program 

The Research program includes, those activities intended to 
produce one or more rese^ch outcomes including new 
knowledge, the'Veorganization of knowledge, and the appli- 
cation ^of knowledge. It includes both those activities 
'carried out with^'institutional funds and those carried out 
under the terms of agreement with agencies external tothe 
institution. Research activities may be conducted by any 
number of organizational entities including research divi* 
sions, bur"^aus, institutes, and experimentaf stations. 
Instructional activltie$ sucH as workshops, short courses, 
and training grants should not he classified within the 
Research program but should.be classified as part of 
Instruction unless they satisfy the specific criteria outlined 
for inclusion within the* Public Service program. 



The subprd^ams within the Research program are: 

2.1 Institutes, and Research Centers 

2.2 Individual or Project Research 

3.0-Public Service Program 

, The Public Service program includeSf those program 
elements that are established to make a vailable to the. 
public the various unique resources and capil^ties of 



the 

institution for the specific purpose of responding to a 
. community need or soMng a community 'problem. 
Included in this program are the provision of Institutional 
facilities as well as those services of the faculty and staff 
that are made available outside the context of the insti-^ 
tution's regf lai:.instruction and researcb*programs. 

The subprograms within the Public Service program are: * 

3.1 Direct Patient Care ' ^ 

3.2 Health Care Supportive Services 

3.3 Community Services 

3.4 Cooperative Extension Services ' ' 

3.5 Public Broadcasting Services 



are; 



4,0-Acadeniic Sup^rt Progfim - i 

The Academic Support prog^ram includes those activities 
that are carried out in directiupport of qne or more Of the 
three primary programs (Instructionr Research, Public 
Service). The activities that should be classified in this pro* 
gram inclOde (1)/j^a.ctivities, related to tWe . preservatiojij 
maintenance, and display of both the stock of knowledge 
and educational materials (for example, hVary^ services 
and_museums), (2) activities that directly contribute to the 
way in which instruction is delivered or research is con* 
ducted (for example, educational media servib^^^academic 
computing su pport,>^cil la ry' support), (3) those activities 
directly related to thVs^ ministration of academic pro* 
grams, and (4) those activities related to the* professional 
* development of academic personnel. ^ 

The subprograms with in the /Academic Suppoirt profram are: 

4.1 •Library Services 
''4.2 Museums and Galleries^ ^ 
*4.3 EdvC'ational Media S^ivices 

4.4 Acade/nic Computffig Support 

4.5 Ancillgry ^uopM 

4.6 Academic^ministration 

4.7 Cour^^imd Curriculum Development / 

4.8 Ac^emic Personnel Development - 
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5.0-Student Service Prdgram 

The Student Service/ prdgram includes those activities 
carried out"* with the objective of contributing to the 
emotional and physical well-being of the stuc^nts ds well as 
to.their intellectual, cultural, and social development out- 
side the context of the institution '§ formal instr^jction pro-, 
gram. The Student Service program attempts to achieve this 
•objective by (1) expanding the dimerrsions of the student's 
•educational and social development by providing cultural, 
social, and athletic experiences, (2) providing those services 
and conveniences needed by students as members of an 
on-campus, resident student body, and (3) assisting stu- 



6.6 Faculty^d Staff Auxiliary Services 

6.7 Public Relations/Development 

6.8 Student Records 

, 7.0-lndependent Operations Program ^ 

The Independent Operations program allows classification 
of those prtjgram elements that are independent of, or 
unrelated to, the primary missions of the institution. The 
Independeat Operations progran? includes those operations 
that are owned or controlled by the institution as invest- 
ments, but only if they are. financed as part of the insti-. 
tution's current operations. Operations that represent 



dents in deairng"with pers"o~nal problems andTeTationship^ 
as well as in their transition from student to member of t'he 
labor force. • * W ' 

The subprograms within the Student Serwce program are: 
5.1 Student Service Administration 
£.2 Social and Cultural Development 

5.3 .Counseling^d Career Guidance • 

5.4 Student Health /Medical Services •* 

5.5 'Student Auxiliary Services 

5.6 Intercollegiate Athletics * 



^.0-Institt|tional Supjprt Program 

The Institutional S^port program consists of those activ- 
ities carried out to prpvide for both the day-to-day func- 
tioning and the long-range viability of the instity^n as an 
operating organization* The overall objective ofTtRe Insti- 
tutional Support program is to provide for the institution's 
organizational effectiveness and continuity. It does this by 
(1) providing for planning and executive direction, (2) pro- 
viding for administrative and logistical services, (3) fiuin- 
taining the quality of the physical environm^nt, enhanc- 
ing relationships with .the institution's constituepciejf and 
(5) providing services and conveniences for the Employees 
of the institution. 

The subprograms within^the Institutional Support program < 
're: 

6.1 Executive Management ' ' 

6.2 Financial Management anql Operations 

6.3 Gegerat Administration and Logistics Services 

6.4 Administrative Cprnpu ting Suppc^rt. v >- ^ 

6.5 Physical Plant ^ " 




investments of the institution's endowment funds should 
be accounted ^for m the Endowment Fund Group and 
^therefore should not be classified in th&PC^^^ich is used 
to classify only current operations and accounts). 

>The subprograms within the Independent Operations pro- 
gram are: 

7.1 Independent Operations/Institutional 

7.2 Independent Operations/External Agencies 

SlO-Student AccesJ Program 

The Student Access program includes those activities 
carried out with, the objective of obtaining a student body, 
having those characteristics the institution desires (such z% 
academic qualifications and capabilities, sopio-economic 
status, racial/ethnic background, athletic abilities). Included 
in this program are those activities carried -out (1) to- 
identify prospective students, (2) to promote attendance at 
the institution, (3) to provide incentives related to the 

, decision of prospective studer\ts to attend the institution 
(including financial assistance),' and (4) to process the 
admissions applipations of potential students. It does not 
include promotional activities designed to create a favorable 
image of the institution with the general public (those 
activities should be classified in subprogram 6.7, Publfc 
Relations/Development), but it doe^s include those activ- 
ities specifically intended to influence the attendance 

^ decisions of prospective* students (for example, partici- 
pation in high school "college f^irs"). 

The subprograms within the -Student Access program are: 
•8.1 Student Recruitment and Adn^issions 
B.2 Fihanoirf'Aid Administration 

8.3 Scholarships 
.8.4 Fellowships 
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Appendix E 

Commentary 



programmatic objectives, and on the importance of th^ wise 
management of that resource. A consequence of this p( 



A. The Concept of Service-Months 

Throughout .the manual, there is a focus on manpower as a 
resource needed and utilized by institutions to achieve their 

1^ wis^ 
is peP . 

spective is the requirement that some adequate way to 
measore manpo^ver resources be availablfiJHlistoricalLv^^ 
"full-time equi^ents" (FTE) has been t'he most common 
measure of mar^ower resources! (Where an FTE is defined 
as the resource equivalent of ^ne individual working full- 
time for a particular period of time.) For many categories 
of employee, this measure is quite appropriate since com- 
mon^practice holds that the "particular period of time" is 
twelve months. There are other categories of staff, parti- 
' cularly the instruction/research staff, for-which the period 
of time Varies widely from institution to institution. At 
some institutions, the time* period involved is 11 or 12 
months; at others the period may be as short as 8 months. 
It has not ^n possible, over a period of many years, to 
o\na]p agreement on the length of this basic time period. 
N^ingle value suits all users, The use of the service^month 
concept IS ari attemp^t to avoids that issue ^y focusing only 
r on the numerator of the following calculation and leaving 
the selection of »the appropriat^ value of the denominator 
to the user: . _ 

FTE = Service-months/Service-months per FTE 

Jhe . concept of service-months is con sisteht^ with the 
widely accepted concept of FTE while avoiding the prob- 
lems associated with the common agreement about the 
value of the denominator in the FTE calculajtion. It should 
bp noted that thi? problem is directly anilogous to the 
^problem associated with calculating nucnbers of FTE 
' graduate students. For the most part there is agreement on 
the form of the calculation, that is: 

FTE Grad Students ^^Grad. Student Credit Hours (SCH) 
" . ^, SCH per F^E graduate student 

While the form of the calculation is quite readily agreed to, 

. the numerical value assigned jto Ahe denominator is not. In 
practice, the values assigned by different users vary from^^ 
18 t5 30. In the absence of agreement on this value, users 

-have two choices; they can establish a conventional value 
and ajk that all providing the data use that v^lue or they 
can collect data pertaining on^y to the numerator and per* ' 
form the calculation of FTE ex post facto using the value 
most appropriate to the user's needs. I^t Is^ttbmitted that 
tfie latter approach is b9th rfferfi acceptable to data pro- 



viders and results in data that are greater utility to a variety 
of users. ^ 

As an alternative to the concept of FTEs'(and the surrogate 
concept of service-months) some have proposed that the 
measure of manpcjwer resources be expressed in ^erms of 
full-time emplo^nient for an "academi^c vearl'-Jn^sfaorV 



that the basic time period be for the undefined period of an 
academic year.*^ 



Some experts in academic' a^inistratibn make the point 
that the instruction/research staff member Is commonly, in 
many institotions^ employed for a period known as the 
"academic year." While the academic year differs in precise 
length fr^ institution tq institution, there is an accepted 
and conventional conceptualization of the academic yeaf-as- 
being a calendar period going from the fall of the year to 
the late spring of the following year, during which time an 
enrolled student completes one year of a four-year pro- 
gram. It is often stated as a 9-10 month period. However, 
there are academic years as short as 3 months and there are 
academic years as long as 10% months. In rebuttal, it 1$ , 
argued thar an instruction/research" staff member who is , 
employed' for the academic year is empfoyejj to apply a 
certain amount of work effort, prinrwrily cerebral, capable 
of being performed ^t times and places haying no rtbcessary 
rejationship to^the' locu* of wdrk of any standard work 
period. It is thereby contended that whateveV may be the 
calendar length of , the academic year, the amount of input 
and , effort that the Instructiort/resej^ch staff member 
applies'to his full-time assignment durmg.thls academic year 
is equal. Therefore, goes the argument, this h B^jnore 
precise measure of the staff resource input into instruction/ 
research than would be. a service montH, since the amount * 
^tJlEI® ^^^^ ^^^^ a staff member would apply during 
^gpPiyen service-month would vary. ^Ih addition, the 
argument runs, to measure in terms of months would result 
in false differences. It Is contended that the instruction/ 
researcfi staff member who works for an 8-month academic 
year is contributing as much of himself and is Applying as 
much effort, and is a resource input ^to the Institutional 
program, equal to that of. the instruction/research staff 

member who puts in a 10-mOoth academic year. 

• *, • . . 

Since this thesii is put forward*by persons of prestige, 
standing, and experienced knowledge in higher education, • 
it must be influential, and it m^ust be considered. 

The authors of this manual did not accept this position, as 
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IS obvious from a reading of the volume. There were a num 
ber of reasons ior this, which reasons, ait a minimum, 
persuaded them that the academic vear was not a fixed 
and consistent quantity. 

The most peVsuasive piece of evidence To the effect that 
this concept of the ^academic year is not consistent as 
among institutions, is the practices of the'institutions|them 
selves. At many institutions, an instruction/research staff 
member can work for the academic year, and then is pet 
mitted t o engage in a,n-additional 3 months of work for 



pay from the institution, and in addition, may still have a 
one month vacation period. In other words, the institution 
IS stating, in the clearest possible wa'y', that the academic 
year is two-'thir^is of the calendar year. Still other insti- 
tutions permit as little as one-month of paid employment 
in addition to a contract and assignment for the academic 
year In such cash, it is obvious that the academic year is 
something considerably more than two thirds of the 
calendar year, although the varying vacation practices make 
It difficult to say precisely what fraction of the calendar 
year this is. 



r esearc h staff member who had a contract for the academic 
■yearT&ne can readily "grant that in many cases, this selec- 
tion wcjuld' have some elements of arbitrariness. On the 
other hand, exjberience in the operation of.any institution 
should permit a judgement and selection x>f that date on . 
which the instruction/research staff member^ is required to 
be available foi^duty. It does not matter that he may have 
started^ advance of this date to prepare himself for the 
coming^academic year. All responsible professionals 
undertake preparation for their job in advance fojthe fir^t^jt 
day of dutv- Similarly, the institution can set a date,. such 
as the June commencement date, perhap^, on which, con- 
ventionally, the instruction/resedrch staff member on an 
acadecmc year appointment is fre^ of assignment. 

It IS recognized that many institutions may wish to estab- 
lish a convention within their institution as to the instruc- 
tion/research staff member status during the various vaca- 
tion periods. At most institutions, the mstruttion/research 
:taff member is, on (Smx^ and 'paid during these periods. 

e assumption in such cases is that he is working ori 
research, or studying, or grading examinations, or reading 
theses, or whatever. 
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An additional piece of evidence, also provided by the insti- 
tutions, IS that at some institutions a full-trme student who 
attends for the W period of time during which an instruc- 
tion/research staW i*nember is employed foV the academic 
year, can complete varying amounts of his degree pro- 
gram. For instance, at some institutions, the student who 
attends for the full period of the employment academic 
year, can actually complete 'two and one-half semesters.* 
Those, institutions are saying that their academic year repre- 
sents twenty-five percent more than the academic year of 
the two-semester institutions. Again, while it is not pos- 
sible to equate exactly the differing con,tributions of 
instruction/research staff member time and effort into 
th^se academic years, it does seem reasonable to conclude 
that they are different. 

These two variations in institutipnal practices convinced the 
authotrthat the academic year was not the fixed and con- 
sistent measure that it is believed to be m some quarters. 

As the work ofl this manual progressed, the authors were 
able to articulate for themselves an understanding that all 
designers of new* systems of records must, at least uncon- 
sciously, have. This is the realization that no system of 
record-keeping that is intended to improve on a present 
system can be adopted by any user without -any possibility 
of modification of some current practices on the part of the 
user.. In this case of the service-month, to. take a very 
obvious example, it vyould be necessary for an institution to 
decide on the beginning date of service for an instruction/ 



It is additionally recognized , that m$titutions do not, nec- 
essarily, make the duty period coincident with the, pay 
period. This is not a major problem. There are some insti- 
tutions that employ an instruction/research staff member 
for the academic year, but give him his salary in twelve 
equal monthly installments stretching over the fiscal year. 
Others pay the salary in 9, or 10, or 11 payments. This 
matters not at all, and should not influence the establish- 
ment of the conventional beginning and end of the 
academic year. By the sanie token, the institutions may 
establish conventions as to whether or not the instruc- 
tion/research staff mei^ber is on duty durtng the vacation 
periods ancJ this convention may also be unrelated as to 
whether or not there is a full month's pay for the^perlod 
during which th*e vacation occurs. . - 

Thus, after a great deal of interaction vfith th^e educational 
community, the authors tael that no superior alternative 
to the measure of service-mdmths has yet been offered, and 
it has been retained. 

B. Instruction/Research Staff l^menclature 

This manual, for reasons that ^^re persudsive « to the 
authors, deliberately avoids the use o^riuch familiar termi- 
nc^ogy in categorizing and defining the i^strufct ion/re search 
staff. The most noticeable omission, of aaupse, is of. the 
term "faculty." In addition, while' the sta^^ard profes- 
sorial ranks are retained for purposes of salary ^ports, and 
are referred to in discussion and definitions, thV are not 
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retained for purposes of tabulating staff by function. Other 
familiar terms. <uch as "academic" and "teaching staff," 
are also not used in this manual. The reason for deciding 
not to use these terms is simply that they have acquired 
variety of definitions and inclusions at different ir 
tions It is no longer possible to write a single defi|ir 
any o( these terms that would be accepted. Ther^ore. the 
authors deemed it wise to use terms that cr> not yet 
acquired any such hard, fixecJ, and inconsistent, lefinitions. 
This? as may be imagined, is met, minimallv^r\ji"uneaser 
and maximally with great concern and criticism. 

The critics of the early drafts of the manual made the\point 
that the institutiorls of higher education are comfortable 
with, and accustomed to, certain kinds of terminology that 
have been in use over the long history of higher education. 
This IS very true. They powt out that a syste^ of records 
and statistics is rpore likely to meet with-^ceptance if it 
makes use of familiar terminolo'gy that permits the insti 
tutions continuity of policies and management practices 
over tinie and is les^djsruptive of their time series and their 
internal relationships This is also true, but these legitimate 
and appropriate concerns, do not out weigh the counter- 
vailing considerations. *^ 

One of the important concerns of the authors ts' they ^ 
developed this manual, was that there is nocorjSfitent rule 
for inclusion m the group called "faculty" at instUutions-^f 
higher education. There are some instjtutions in which the 
research staff is rOu|inely included in the faculty, there are 
other institutionSkin Which the research staff has a different 
grouping and%ey are not faculty. Th^e-are jnstrtutions irv 
which the total professional s^^f in the library is included 
in the faculty, in still othej institutions the adminrstrators 
are part of the faculty. These practices' are appropriate ^o 
the institutions inp» which they obtain. However, aggregg- . 
tions of data from these "^faculty" groups are r^ot com* 
parable. They are not exchangeable. They are not infor- 
mative to those who would use the data for policy deci- 
sions and planning outside the institution^ ^ 

Current trends in the management of higher educationjdata 
are toward the deve'lopment of uniform and consistent 
categorie^uof data, consistently defined in a manner that is 
umvefsally acceptable, so that aggcegat§|^of data from initi* 
u^tfbns may be exchanged without extended descriptions of 
^ groups and subtroup^ contained within the terminology. 

It would be neither appropnate nor feasible to atterrfpt a ' 
redefinition of the term "faculty" and to have any pos- 
sibility of acceptance at any institution except the insti- 
tution that was already employing precisely^ that defini- 



tion. Therefore, jhe authors assume^that every institution 
will retain it's own definition of faculty and wjtl continue 
t© use that term in a manner that is appropriate^ to the pur- 
poses^ of that institution. However, for purposes^f develop- 
ing normative data and for the exchange of date, this 
manual contains an alternative set of terms an(J jneasures. 

The same kind of problegis faced the authors wtien they 
considered the matter of the faculty ranks. It h argued that 
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~the classrncation of^Jujl, associate, aniajsjstantj>xoJ^^^^ 
arrd insuuctor still have relevancy on campus, ^re used by 
the Ampncan Association of UniVersity Professors for 
s.alary analysis, are used by institutions both for internal 
analysis as to tTie status of their faculties, and are used in 
the projection of future manpower management problems. 
The authors were forced to concede that salarT-StfrvCFTCit" 
teast'in the foreseeable future, will use the professorial 
titles. However, tbey also recognize that these titles have 
become decreasingly fStecise. The principal change that^has 
taken place is that there was a time when the total 
"faculty," those people who taught courses and usually 
already had a doctoraf degree, were divrtied into the 
groups ranging from- full professor to instructor, 
situation ^ still prevails in many institutions, and par^ 
tarly in the fJrofessional schools. On the other-hand, there 
are a large number of institutions that now divide fhat very 
same group into only the three professorial ranks, reserving 
the instructor ranks for persons who ^re still working to 
attain their full status as scholars. Th\} means that in sonie 
institutions the range of "faculty" salary is from the 
bottom of the assistant professor no the top of the full 
professor, at ano.ther institution, that very same range is 
spread over the four ranks from the bottom of the instruc- 
tor to the top of thefull professor It is quite possible that 
the two institutions would have the same number of 
faculty,* and indeed, would be'paying'the same salaries. In 
jhe one case, by the inclusion of the predoctorar groups in 
the instructor class, the overall m^an salary would see'm 
lower. Institutions feel so strongly about the ffreservation 
Of th^se rqnks that , the authors have a ttefrm^ted^ nothing 
with respect to making these salary comparisons more 
meaningful. However, when staff input data are used* for 
the development of resource input measures, then it is no 
longer desirable, indeed it is erroneous, to use thosQ rank 
designations. Therefore, given that a system of records for 
manpower budjgeting and accounffng*is for tfie purpose of 
better management through improved categorizations of 
staff, it was decided to use some new' and more precise 
designations that could be utilized in addition to the 
tra<*jjtonal ones.^ » ' 

An additional problem m this area is th|t there are an 
increasing number of institutions that use only a single rank 
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'for the* instructional staff. For these institutions, -»the 
customary professor-through instructor range .is use^s. 
However^ it we classify the instructional staf^^n terrrirof 
i^egrees of responsibility and seniority that the staff 

^ members are assigned, these institutions can classify thejr 



staff if! a manner thaj is comparable with institutions that 
do use ranks. 

For all of the above reasooli, the authors nave not modified 
the dra^ document in rel^fonse to the comments. ^ 
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Glossary 



Academic Discipline. See Discipline. • 
Academic Year. The institutionally defined consecutive 
period of -time t^ed as a reference fpr record keeping 
related to student programs, faculty participation and 
^ employment student attendance, and other matters 
related to academic affairs: 

An academic year may be equivalent to a fiscal year 

fay^ncludt^ only a subset of the sessions during 
1 course work is offered. Typically an academic 
is equated to two" semesters, thr^e quarter^, two 
ste^s, or the period bf time covered by the 4-1-4 
plan, as described below: ^ *** • 

II ) Quarter The quarter calendar consists of three 
quarters with^abqut twelve weeks for each quarter of 
instruction. There may be an additional quarter in the 
summer. 

(2) Semester: The semester calendar consists of two 
semesters during the typical academic year vvitf; about 
sixteen weeks for each Semester of instruction. There 
may be an additional summer session. ^ ^ 
i3) Trimester: The trimester calendar's composed of 
three terms with/Sbom fifteen weeks for each term of 
instruction..' I 
.:r W\,4-f-4: The 4-t-4 calendar is composed' of four 
' courses taken for four months, one course taken for 
one month, and four courses taken for four months. 
There may be an additional summer sesslpn. 
15) Other (Specify): Describe predomihant calendi^r 
systems^that are not defined by any of the^'above 
terms. t 

Adjunct Appointments. Appointments to faculty or 
staff who serve in a temporary or auxiliary capacity. 

Administrative professionals. See Executive/ 
Administrative/Managerial Professionals. 

American Indian or Alaskan Native. See Race/ 
Ethnic Identification. * . 

"» 

.^ian or Pacific Islander. See'^^ace/Ethnic Identi- 
fication. 

Associatepegree. See Highest Degreef^Earned. 
Bachelor's Olsgree. See Highest Degree E'arned. 
Black (not of Hispania origin). ""See Race/Ethnic 
Identtffcation. . 

4-1-4 Calendar System. See^ explanation under 

Academic Year. 
Certificates. See Highest [Jegree,.Earned. 
Clerical Employees. &eOffice/CJericaJtmploye«s. 
Cf^fts/TradesEmploye$S.^ Individuals employed for 

tlfe^rimary purpose of performing (manually) skived 



activities'ln a craft or trade. Includes employees such as 
carpenters, plumbers, and electricians. Includes only 
nonexe/npf employees. See Appendix A of this docu- 
ment. , ^ j . " 

Degrees: ^ee Highest Degree Earned. , • 
Departrnen|. - The basic organizational unit of a college 
^ or uhivSrsi^ Inches both academic and administra^ 
> twe organizational units.- * 

Diplomas. jSee Highest Degree Earned. 

Discipline. Generally) a branch of knovvledge or teaching. 
^Discipline partially denotes activity centers that pro- 
duce iastructidn, organized research, or public ser- 

^ ^vice outcomes. In some cases, "discipline" may be 
synonymous with "departjnent." 

Disciplines are "categorized according to the standard 
taxonomy of fiefds of study used in the Higher Educa- 
tion' General Information Survey (HEGIS) published 
by the National Center for Education Statistics under 
the title. A Taxonomy of Instructional Programs in 
Higher Education (Huff, and Chandler, 1^70). NOTE: 
A new taxonomy is currently in preparation and can be 
expected to replace the currently used ta)^nomy m 
the future. ' ^ / ^ 

Doctoral Degree. See Highest Degree Earned. 

Employee. Any individual being compensated by the 
institution for services rendered. Incfuded are indivf; 
duals who donate their services', if the services per- 
formed are a normal part of the institution's programs 
or supporting services and would 'otherwise be per« 
formed by compensated personnel. Specifically^ 
excluded are employees pf firms providing services to 
the institution on a contract b^sis 

Executiv^dministrativ^/Mahagen^Kcpfessionals. 

Exempt employees emfiloyed for the prlm|f^u)urposes 
of managing the institution or a customarify recSgq^ed 
department or subdivision therepf. By convention tfr.., 
category includes deans but mo« commonly, although^ 
not alwav^, v^ll'excjude chairmen of academic depart- 
n^nts (who • usually are cfassifled as* Instruction/ 
Research Professionals). Inclusion In this category' 
requires the Individual to ha\?e supervisory respoffsi- 
^ bilities. See Appendix A of this document * 

Exempt Employee. An employee whose conditions of 
employment and compensation are nof subject to the 
provision of the Fair Labor Standards'Act as ainended. 
Exempt employees are^not eligible for overtrme pay-, 
ment. According tb Section 13 of the -act, an exempt 
employee is. "any employee employed in a bonatide 

^ executive/ administrative, or professldrtal capacity; ; 
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Faculty. Those individuals employed at an institution to 
perform both instruction and research activities. 
Because this designation^is frequently apphed also to 
institutional staff who do not have instruction or 
resjBarch functions^ the term is not useful in manpower 
accounting. 

Faculty Activity Repoji. Report submitted by igdivi' 
dual faculty members indicating the number of hours 
per week (or percent of time) they devote tp different 
kinds of activities^ and to Jifferent tnstitutioiial pro* 
' grams. 

First Professional Degree. See Highest Degree/ 

Earned. , • «' / V 

Fiscal Vear. The . ii^titutionally defined consecutive 

^ twelve^morfth penod for which financial transactions 

^r a summary .are available. 

Full-Time Equivalbnt (FTE). The equivalent of one 
person who Isxieemed to be carrying a full load or hav- 
ing a full-time appointment in accordance with an 

I ^^titutionally agreed upon convetition f9r cohverting 
numbers of specifipindividuals (students or employees) 
to an equivalent number of ful^time persons. 

FulhTime'Personnel. Those individuals available for 
full'time assignment, at least for the period .being 
reviewed or analyzed or those who are designated a^ 
"full'tlme" in an officiaF contract, appointment, 'or 
agreement. Normally, those employees who work 
approximately 40 hours p^f^^ek for the full year are 
considered full-time employees. Individuals* who are on 
sabbatical leave should^be included as full*time if that 
was^^the* status of their employment prior to sabbatical. 
(Refer- to Chapter 3, Section C, for a discussion of pro- 
cedures for calculating full-time or part-time status of 
employe^s^V* 

..Headcount. A count of the number of individuals 
' employed, without regard to period of erAployment or 
jmount of time available. * 

HCGIS. ^Higher Education General Information Survey. 
Thj^ annual 'survey of all institutionvof higher educa* 
tion conducted by the National Center, for Education^ 
Statistics, Departa\efit of Health, Education, and 
'•Welfare. ' ' ^ 

H^est Degree Earned. Awards or titles conferred^ 
upon students for the completion of a course of study 
'or program. Honorary degrees shoujd not-, be con- 
sider^ed. The following categorizations wHI be used: 

(1) Certiffcates and Diplomas (less than one year).^ 
y^n award for the successful completion of a course'of 

^ study* or program offered by a postsecondary insti- 
/tution. CeTtificates and diplomas in this category are 
y awarded^for completion of any program covering any 
time span less than one academic year. » • 

(2) Certificates ahd Dipfemas iequal to or t^ore than 
one year}:* An award for the successful comfSTetion of 
a program offered by a postsecondary institution. 



'Certificates and diplomas in this c^gory are awarded 
for completion of any program cov^ing any time span 
between pne academic^year and two academic years. 

(3) Asso^te Degree ftwo years or more): The degree 
granted u^on completion of an educational program 
less than baccalaureate level and requiring at least two 
but less than four academic years of dollegQ work. 

(4) Bachelor's Degree: Any earned academic degree 
carrying the title of "bachelor." / ' ^. ^ - ' 

• (5) First Professional Degree:^ The first earned degree 
in a professional field. Only M.D., D.O., D.D.S.. 

. D.V.M., L.L.8. or J.D. (if J.D. is the first professional 
""'degree), O.D., B.D.,^ M.Div., Rabbi, Pod.D.; and P.M. 
sho'jJd be included. 
A (B) Master's Degree: Any earned academic degree 
carrying the title of "master." In liberal )irts and 

* sciences, the degree customarily granted upon suc- 
cessful completion of one or two academic years of 
worK beyond the bachelor's. In professional fields, an 
advanced professional degree beyond the first, profes-^ 
sional degree whiob carries master's (Resignation, f6r 
example^ LL.M., M.S. (Master pf Surgery), M.S.W. 
(Masterbf Social Work). 

(7) Doctoral Degree: An y^aV^n^ academic degree* 
carjying the title of "doctor." Not to be included are 

r first professional^degrees such as M.D., D.D.S. ^ 

\ (.8) Not Elsewhere Designated: fn eludes all other 

^ categories of degrees/diplomas/c^rtif leases that Cannot 
be categorized in any of the preceding caU^ories, such 
as specialist degrees for work completed toward a 
certificate, for example. Educational Specialist. 

Hispanic. See Race/Ethnic Identification. 

Instruction/Research Professionals.^ individuals . 
employe|| for the primary purposes or performing 
instruction and research activities. Typically includes 
only exempt employees (although' in some, primarily 

„ /prpprietary** institutions, tfiey may ^ be nonexempt). 
See Appendi-x A of this document. ^ 

Managerial Professionals. 5ee Executive/Adnf>inis- 
trative/Managerial Professionals. 

Manpower Budgeting. The < assignment of particular 
amounts of each category of manpower jr«source to ^ 
spa^ic*institutionat programs. 

ManiK>wer 'Resource Classification. A managerial 
activity to identify employees in terms-of the kinds of 
assignments the Employing institution gives- those* 
employees, with no necessary relationship to the voca- 
tional self 'identification bV the employee. * 



Manpower Resource Categories. ^Certain genei-alcate^ 
gories of employees who primarily perform certain 
g§n0ral kinds of activities. Each category of employe 
represents a differentVind of manpower resource avail- 
able tcJthe institution. (See Appendix A.foj' a detailed 
discussion of the seven institutional categories and sub^ 
categories appropriate to each«) 
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Master's Degree, See Highest Degree' Earned. 
Nonexempt Employee. An employee whose conditions 
of employment and compensation are subject to the 
jarovisions of the Fair Labor Standards Act of 1938. 
, ^ . as amended. 

► Nonresident AlienVSee Race/Ethnic Identificatfon. 
Office/Clerical Employees, individuals employed for' 
the primary purpose of performing clerical activities. 
^ This category includes only nonexempt employees. See 

Appendix A of this document. # 

.Organizational Unit. An academic department or other 

• organizational division that has fiscal, programmatic,' 
and administrative responsibility for a specific set of 

, activities. 

PartTinfie Personnel. Those individuals employed {ull^ 
time for short^riods^of tim^ (less than thOer'od 
Sender re\ne)«1as vvelKas those not available to the*^ 

V— jkstitutiorr for IQO percent assignment even though 
Wey may be employed for the full period. (Refer to 
Chapter 3, Section C, for a discussion of procedures for 
calculating ftill-time or part-time status of employees.) 

Personnel Data. Information about specific individuals, 
their characteristics, their performance,. and their con- 
tributions to their profession and the institution. 
Program Classification Structure (PCS): The Pro- 
gram Classification Structure is a means of identifying . 
and organizing the activities of higher education insti- 
tutions in a program-oriented manner. See Chapter 4 
=• and Appendix C of this document. 

Quarter System. See explanation under Aca6em\c 
Year. 

Race/Ethnic, Identification. The concept of race as 
.us^d.by the U.S.. Office for Qvil Rights, the Equal 
Employment Opportunity Commission, an*d other 
* Federal agencies, does not denote clearcut scientific 

♦ definiti^s of anthropological origins. An employee 
may be assignetj-to a group on the basis of self-iddntlfi- • 
cation, appearance, or community regard. No-person 
may be included in more than one raceMtlSnic category. 
mite (not of Hispanic orJgin): All ^persons having 
origins in any of the -original peoples of Europe, 
North . Africa.* the Middle East, ojr/the Indian sub- 

* continent. 

Blacl< (not of -Hispanic origin): / m persons having 
origins in any of the black racial c(roups. " 
Hispanic: All persons cof jVlexican, Puerto Rican, 
Cuban, Central or South Arn^ric^n, or' other -Spartish 
culture or origin, regardless of race. 
Asian or Pacific Islanders: All persons having origins fri 
any of the original peoples of the' Far East, Southeast 
Asia, .or * the Pacific Jslands. This area ipcludes, for 
example, China, Japan, Korea, \he PhilijJpipe Islands-, 
andSanno«i. 

^ American Ihdian or Alaskan Native: All persons having 
origins in any of the original peoples of North Arrierica. 



In addition to the FICE categories ^bove, we suggest 
the following distinction should be made:. 
Nonresident Afiens: Thqse members of the aforemen- 
tioned groups. vCfho have not been admitted^o •the 
United States for permanent residence, ftesident aliens, 
rfon-citizens wh'o have been lawfully admitted for per- 
manent residence (and who hold a "green card" Form 
• M511), are counted in^the appropriate \ace/ 

ethnic categories along with United States c\X\ze»^ 

;Rank/Title. The institutionally designated officiat title or 
grade of^ faculty. See Appendix B of this docfUment. 

Semester System. See exp^natim under Aca- 
demic Year. 

Service Employees. Individuals employed^ for th6 pri- 
mary purpose of performing service (often unskilled) 
activities. Includes such employees as custodians, 
groundskeepers, security guards, food service workers, 
and so forth. Includes only /jo/jexempf employees. See 
Appepdix A of this document. 

Service-Month. A service-month is defined as being equi- 
valent yto one individual working full-time for the* 
period of one monjh. Service-months are calculated by 
multiplying the percent workload* ^(relative full- 
timeness) by the-number of months of the individual's 
appointment. 

Sex. T.he sex of a person;"male or female. ^ 

Sf3eciatist/SuppQrt Professionals. Ekempt employees- 
employed for -the primary purpose of performing 
(typically) academic.support, student service, and insti- 
^ s tutional suppor.t activities. Excludes individuals who 
have executive or managerial (supervisory) responsi- 
abilities in these areas. Includes such employees as 
" librarians, accountants, systems analysts, student per- 
sonnel workers, counselors, salesmep, recruiters, ^nd so 
forth. See Appendix A of this doqument. 

Technical fmployefes. individuals employed 'fof the 
^ primary purp^ of performing technical activfties 
(that is, activities pertaining to ^the^ mechanical or 
industrial arts or the applied sciences)? This category 
includes only nonexempt employees. See Appendix A 
oT this document.' ^ ' - . 

TenUfe. The institutional' designatioa that serves to 
identify thq status of the employee with Respect to 
permanence pf apppinted position. The following 
tenure designations^ndicate status of individuals: 
7e/7yre(/-jndivlduals who have been quoted tenure 
Nontenured-\r\6\>4\6wdth who are eligible for hut have • 
^ not been quoted tenure 

Not eligil>!eMn6m6ud\% WTD>are not eligible for tenure. 
Tenure is a "holding" and in Anpiqyment refers'to the 
term or time tfiat one vifill hold an l^pointment. Thus, 
^one*s tenure can be for a fixed or^etemfiinable term,' 

, /'""or it can be indefinite. 

In this manual, the term "tenure" Is noj used without 
• modifiers. Jhe categories of tenur^'are: ' » 
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a. Indeiinite tenure, terminable only by special pro- 
dures ' 

b. Appointment for a fixed term of more than one 
year 

Cr^Appointment for one year 

d. Appointment for term of a budget 

e. Indefinite tenure, summarily terminable without 
recourse. f 



Title. See Rank/Title. 

^Trimester System. See explanation under Aca- 
demic Year. 

Vocation. - An occupation or profession for which an 
individual deems himself specifically suited or qualif^'ed. 

White (not of Hispanic origin). See Rac^thnic 
Identification. * 
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